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Welcome 

Welcome to the ToolWatch Tool Tracking and Management 
System. As ToolWatch family members, you have purchased the 
world's leading system for tracking and managing your tools and 
equipment. 

In many ways, our customers have contributed to the creation of thi 
product. We have listened and responded with a product that we feel will 
fulfill your needs. We thank you for your continued input and hope you find 
ToolWatch enjoyable, easy and fun to use. 

If you need assistance 

Technical Support 

In the U.S. and Canada, ToolWatch Corporation provides five ways for you 
to get assistance with your ToolWatch System. Outside the U.S. and 
Canada, contact your local customer support representative for more 
information about technical assistance. 

Visit our Web Site 

Look for answers to Frequently Asked Questions (FAQs), ToolWatch tips 
and techniques, feature articles, information about other ToolWatch 
products, and upgrades on our web page at www.toolwatch.com. 

Send an E-mail to Technical Support 

You can send an E-mail to: support@toolwatch.com. 

Send a FAX to Technical Support 

You can send a FAX to: 303-799-0209. 

Write to Technical Support 

ToolWatch Corporation Technical Support 
13111 E. Briarwood Avenue, Suite 200 
Englewood, CO 80112 

Telephone Technical Support 

Before contacting Technical Support, take few moments to review the 
following information. Doing so may answer your question. 

• Check to see if your hardware meets the minimum system 
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requirements listed under System Requirements in the installation 
guide. 

Check that your hardware and peripherals are set up according to their 
respective documentation and that all cable connections are secure. 

If the documentation does not resolve your questions, call a technical 
support representative. Please have the following information ready to 
provide the Support Engineer answering your question: 

• Product version 

• Operating system, version, and platfor 

• Description of hardware (provide as much information as possible) 

• Computer processor speed 

• Amount of RAM installed 

• Number of available COM ports 

• Other hardware installed (for example: an internal modem) 

• Exact error message, if any 

• Steps to duplicate the problem 

The current version number is printed on the installation CD-ROM, or i 
available after launching ToolWatch by selecting the About ToolWatch 
option from the ToolWatch Help menu. 

In the U.S. and Canada, call ToolWatch Corporation Technical Support 
Monday through Friday from 8:00 AM - 5:00 PM Mountain Time at 800- 
676-4034. 

Outside the U.S. and Canada, contact your local customer support 
representative. Before you can begin working with ToolWatch, you must 
have Microsoft® Windows 95/98 or NT/2000 installed You should also be 
able to use the mouse and be familiar with Windows. 
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Ordering other ToolWatch products 

ToolWatch Corporation provides a variety of optional accessories, supplies 
and additional components for the ToolWatch system. Some of the 
products available are: 

• ToolWatch Polyester Bar Code Tool Labels 

• ToolWatch Aluminum Tool Labels w/ Mounting Holes 

• ToolWatch Self- Adhesive Aluminum/Polyester Tool Label 

• Employee Hard Hat Bar Code Labels 
ToolWatch Cord ID Tags 

• Transfer Forms (tractor feed printer forms) 

• Operator Cards 

• Keyboard Light Pen 

• Keyboard Laser Scanner 

• Multi-User Licenses 

• Customer Alliance Program Membership 

ToolWatch Corporation can also furnish the following personalized items 
with your company name and color: 

• Personalized Transfer Forms 

• Personalized Bar Code Tool Labels and Employee Labels 

For a complete listing of all ToolWatch products or to order ToolWatch 
supplies and accessories, contact your ToolWatch Authorized Reseller or 
visit our Website at www.toolwatch.com. You may also contact a 
ToolWatch Direct Sales Representative 

For the name and phone number of the reseller in your area or to reach a 
Direct Sales Representative, call ToolWatch Customer Service, Monday 
through Friday, from 8:00 AM - 5:00 PM Mountain Time at 800-676-4034. 
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ToolWatch System Overview 

ToolWatch is a complete tool and equipment tracking system that 
combines easy to use software with portable bar code scanning devices. 
ToolWatch software provides an easy to learn and simple to use tool 
tracking system. 

The Concept 

Bar code labels are attached to tools, equipment, vehicles, or any item you 
would like to track. 

As tools are handed out or loaded onto a truck, each item is scanned with a 
portable ToolWatch Pen or other ToolWatch scanning device. Each scan of 
a tool's bar code label automatically captures the date, time, tool being 
assigned, and where the tool is being assigned. It all happens instantly, 
without typing or paperwork. 

Periodically the ToolWatch Pen is placed in the Docking Station. A click 
on the mouse transfers all tool transfer information into the ToolWatch 
database in a desktop computer. 

The ToolWatch System also has a Tool Transfer window for use in a tool 
crib. This windows is used to assign tools to employees or projects using 
the optional Keyboard Laser Scanner or Keyboard Light Pen to rapidly 
collect information without typing. 

Once the information is captured in your ToolWatch database, you can 
easily search for tools by employee, location, tool category, and more. You 
can print reports and Transfer Tickets that detail or summarize the 
condition of your tool inventory. 

Naturally, there are a few more steps involved in the process described 
above. The above concept details the major steps in the process of tracking 
tools and equipment. In the following section, we will take a closer look at 
the ToolWatch Tracking and Management System. 
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ToolWatch System components 

The three major components of the ToolWatch System are: 

• The ToolWatch Software 

• The ToolWatch Bar Code Labels 

• Optional Bar Code Scanning Equipment 

The TooIWateh Software is a complete tool tracking and 
management system. The software also includes a built-in database 
that stores information about your tool and equipment inventory. All 
features for transferring, downloading, searching, reporting, etc. are 
integrated into one system. 

The ToolWatch Bar Code Labels are durable 
labels that have been specifically 
manufactured for tools and equipment. The 
labels are available in two types: self adhesive 
polyester and aluminum. The aluminum label 
are usually attached with permanent epoxy or 
rivets. 

The TooIWateh Pen is a portable, hand-held device that is used to 
track the movement of your tool and equipment inventory. It was 
designed to be carried in a shirt pocket or a ToolWatch Pen Pouch. It is 
ideal for scanning tools while out on a project, in the plant, or 
anywhere you are assigning tools away from your computer 
workstation. 

The Docking Station is used to transfer the information from the 
ToolWatch Dolphin into your ToolWatch database. You may also 
recharge the batteries of the ToolWatch Pen with the Docking Station. 
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The following pages will provide you with an overview of setting up and tracking tools with the ToolWatch 
System. We have included a diagram showing the major windows of the ToolWatch System. 
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The Tool Browser 



The Tool Browser 
is used to search 
for tools. 




The Product Catalog 
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The Product Catalog stores all of the 
manufacturer's information and photos of the 
tools you are tracking. 



The Tool Detail 
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The Tool Detail window stores 
information about each tool you own. 



ToolWatch Express System 
Diagram 



The Navigator 



The Navigator is the main menu for the 
ToolWatch System. 



The Lost and Found 
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The Lost and Found Tools window shows a list 
of all the tools that have been coded as missing, 
stolen, or damaged beyond repair. 
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The Transfer Window 
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The Transfer Window enables you to assign tools to 
locations or employees. The optional Keyboard 
Laser Scanner captures information without typing. 



The Data Collection Device Records Window 
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The Data Collection Device Records 
window displays all information collected 
with the ToolWatch Pen. 



The Transfer Browser displays all completed 
transfers. 




Report Chooser 

The Report Chooser 
displays a preview of 
ToolWatch reports. 
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The Setup Sequence Overview 

The Following Description is only intended to be an overview of the setup 
and implementation sequence necessary to use the ToolWatch System. Its 
purpose is to help orient you to ToolWatch before actually beginning the 
setup and implementation of your system. A brief tutorial, using sample 
data is provided in the Essential Skills section of this guide. We urge you to 
complete the tutorial section before labeling tools or starting with your own 
data. 

1. Install the ToolWatch software and optional bar code 
scanning equipment. 

2. Complete the Essential Skills section of this guide. 

3. Enter manufacturer's tool information into the Product 
Catalog, by using the optional DataSource CD-ROM or by 
keyboard entry. 

4. Assign tool numbers and attach bar code labels to the tools 
to be tracked. 

5. Create tool records for the tools you intend to track by 
selecting their type from the Product Catalog. 
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Navigating ToolWatch 

This section will introduce you to the windows, menus, and toolbar buttons 
you will be using in ToolWatch. At this point, you should have the 
ToolWatch software installed and you should also be using the tutorial 
database supplied by ToolWatch Corporation. If you are not using the 
tutorial database or are unsure about which database you are using, see the 
Tutorial Database section of this user's guide. We encourage you to follow 
along, as we present a brief overview of the major features and windows of 
ToolWatch. 

The Navigator 

When you first launch ToolWatch, the Navigator, or ToolWatch Main 
Menu, appears. The Navigator has several links for accessing the 
ToolWatch functions. 



If the Navigator window is not displayed, you can display it by selecting 
Open Navigator from the Windows menu or pressing your Fl key. 

The Navigator will appear. 
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Individual windows and their functions will be discussed in more detail 
later in this manual. Here is a brief description of the Navigator features: 



The Navigator contains buttons that 
are used to launch, or display, the 
major feature windows in 
TooIWatch. 
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If you prefer to not use the 
Navigato window, you can also 
access the same widows by clicking 
on the toolbar, or by selecting them 
from the menus at the top of your 
screen. 
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User interface features 

TooIWatch uses several new user interface concepts and many standard 
features to make it easier for the user to navigate within TooIWatch. The 
new display features allow more information to be displayed for the user 
within the same window space. For example: 
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Icons 

ToolWatch utilizes easy-to- 
recognize icons within larger 
windows to efficiently display 
detailed information about main 
topics. 

By clicking on a particular Icon on 
the left, you can view all of the 
different sub-topics that fall under 
Company Setup. 



Internet Links 

The About ToolWatch window 
includes internet links to 
departments at ToolWatch 
Corporation, so you can quickly and 
easily register and activate your 
ToolWatch Software, as well as 
contact Technical Support, Sales, 
etc. 
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Tabs 

TooIWatch uses tabs to 
enable you to navigate 
between features within the 
same window. 

To view the information on 
a particular tab, simply 
click on the tab. 
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Calendar pop-up 

For your convenience, we 
have added a calendar pop- 
up function to make it 
easier to enter Date 
information into any date 
field (such as in a Transfer 
Ticket, etc.) 

To pop-up the Calendar, 
simply click on the 
calendar icon next to the 
Return Date field. 



Calendar Button 
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Drop down lists 

Throughout ToolWatch, you can use drop 
down lists to enter information into fields 
Drop Down Menus usually contain 
information entered in Lists and do not, in 
most cases, allow you to manually enter 
information. To use a drop down list, click on 
the down arrow. 



Drop Down arrow 




Helpbar Display Message 



Helpbars 

Helpbars display messages that 
relate to the item the pointer is 
positioned over. 

Place the pointer over a window 
or button, and the helpbar 
displays a description of that item. 

Toolbars 

Toolbars are buttons that 
provide quick access to 
ToolWatch windows. The main Toolbar in ToolWatch is located at the top 
of your screen and is visible in most views of ToolWatch. 



Status Bar 

A Status Bar appears in the bottom right- 
hand corner of many ToolWatch windows. 
It provides descriptive messages about the 
current process being performed in the 
window. 




Status Bar 
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Using Lists and Detail Windows 

There are several Lists in ToolWatch that store 
information about Locations, Employees, 
Manufacturers, etc. Most features in ToolWatch 
rely on information stored in these lists, and you 
will find them quite useful as you get to know 
ToolWatch. 

Each List window displays rows of items, and each 
item is linked to a detail record. A good example of 
how List and Detail windows operate can be 
demonstrated by displaying the Employees List 
window. 

1 . Click on the List pull-down menu on the 
Navigator. 

2. Select Employees from the list. 




1 



The Employee List window will 
appear. 

Each line in the Employees List 
represents one employee record. 
The list only displays summary 
information about the employee. 
More detail is available about the 
employee by viewing the 
Employee Detail record. 

3. Highlight a record in the 
list by clicking on the 
item once. 
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The line will be highlighted once 
you select it. 

4. Click on the Edit button 
to open the detail 
window. 

5. Or, you can simpl 
double click on the line 
item to display the item's 
detail. 



From here, you can view and edit 
information about the employee. 

6. Click on the Save button 
to save your changes. 
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Adding new records 
to a list 

1 . To add a new record 
to a list, just click on 
the New button at 
the bottom of the 
list. 

An empty record, like the one 
below, appears. 

2. Enter your 
information into the 
window. 

1. Click on the Save 
button to save your 
work and add the 
new record to the 
list. 

This action will close the 
New Location Detail window 
and return you to the 
Locations List window. 
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The Stick Pin 

Many windows inToolWatch have a stick 
pin button in the upper left-hand corner. If 
you click on the Stick Pin button, you will 
notice that the pin inverts and appears to be 
pinned down. This will allow the detail 
window to remain open after saving the 

record. The you can then advance to the next record in the list by clicking 
on the desired line in the list or by clicking on one of the scroll buttons. 
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Sorting 

Many windows display items in lists 
like the one below. 

Simply click on the gray title bars 
above a column and ToolWatch will 
sort the list. One click will 
alphabetically or numerically sort the 
list in ascending order. Another click 
will resort the column in descending 
order. 

The Tutorial Database 
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The tutorial data supplied by 
ToolWatch Corporation will help you 

learn how to use ToolWatch before you start using your own company data. 
If you are not sure if you are using the tutorial data, you can display the 
name of the database you are using by following the instructions listed 
below. 




1. From the Fil menu choose 

About ToolWatc . 

The current database is displayed 
along with other information about 
your ToolWatch System. 

Verify that the database you are using 
is named TUTORIAL.DF 1 . If you are 
not using the correct database, follow 
the steps below to select the correct 
database. 
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1 . To select the tutorial database, click Fil on the 
menu bar. 

2. Choose the Select Database option. 
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The following window will appear. 

3. Click on the Open the tutorial 
database button. 
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TooIWatch will load the tutorial 
database. The information contained in 
the tutorial database will provide you 
with sample data that you can work 
with while getting to know TooIWatch. 

The following sections will use the 
tutorial database as a guide to help you 
learn the essential skills necessary to 
work with TooIWatch. 
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The Tool Browser 

The Tool Browser window is used to search for tools and equipment in your 
database. Each line in the list represents a tool record. TheTool Browser is 
probably the most used feature in theToolWatch System. 

ToolWatch lets you search for tools by Category, Issued to, Status, and 
more. You can also combine any of the search criteria to create a more 
narrowed search. 

Follow along as we demonstrate how to use the Tool Browser. 

1. Display the Tool Browser window by clicking on th Tool Browser button from the 

Navigato . 



An empty Tool Browser 
window appears. 

The Tool Browser window 
can display a list of tool 
records, including the 
quantity in stock and the 
location or employee they 
are issued to. 

Let's start by finding all 
tools in stock at the 
Warehouse. 

1. Click on the Stock 
button. 

2. Click on the Start 
Search button to 
begin the search. 
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The Browser will display a list of all tools in stock at the Warehouse. 
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In addition, the Tool Browser displays the date and time of the last transfer for each tool, as well as the 
the tools were last counted for inventory purposes. 

Each line in the list represents a tool record. You can view the tool record 
to look at additional information or to make changes to the tool record. 
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Select a tool in the list by clicking once on the line. 
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Click on the View button to see the tool record detail 
information. 
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Sorting the Tool Browser 

You can also sort the information that is being displayed in the Tool 
Browser window according to your preference. 

Just click on the top of any column in the list and ToolWatch will sort the 
information in ascending order, alphabetically, or numerically. Clicking 
again on the same column sorts the information in descending order. 

Sorting the information in the Browser is for your viewing convenience 
only. It does not affect the actual placement of records in the ToolWatch 
database. 

Searching by Multiple Criteria 

Searching for tools using the three drop-down lists allow you to make the 
search more specific. If you want to see a list of all the ladders on one 
project, you would select ladders from the Category drop-down list, and a 
project location from the Issued To drop-down list. 

1. Select Ladders, Extensio from the Category drop-down list. 

2. Select Pepsi Center from the Issued To drop-down list. 

3. Click on the Start Search button to begin the search. 
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Product Catalog and DataSource CD-ROM 



«r 



What is the Product Catalog? 

The Product Catalog stores 
manufacturer's product 
information (description, 
photo, pricing, etc.) The 
information in the Product 
Catalog is used when you 
create a tool record for a 
tool that you intend to track. 
Instead of entering the same 
information for each tool 
you own, enter it once in the 
catalog. Then, each time 
you create a tool record for 
a tool you want to track, the 
same information will 
appear in every tool record 
of that type. 



This also makes creating many tool records of the same type fast and easy, 
and it keeps the descriptions, prices, and other information about your tools 
consistent. 
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Remember, the Product Catalog does not contain the actual tool records for 
the tools you own, only the photos and manufacturer's information that you 
will use to create your own tool records. Think of theProduct Catalog as a 
template for creating tool records. 

What is the DataSource? 

The optional DataSource CD-ROM contains tool and equipment 
photos, pricing, and information about thousands of items gathered 
directly from manufacturers. You can browse through the DataSource 
CD-ROM and select the tools and equipment your company owns. 
Once selected, ToolWatch will automatically enter the manufacturer's 
photos, and tool information into your own on-line Product Catalog. 

The optional DataSource CD-ROM is the easiest way to add tools to 
your catalog. 
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Using the optional Datasource CD-R OM will save you time so that you can 
focus on your projects. 

Some of the other benefits of using theDataSource CD-ROM to build your 
Tool Product Catalog include: 

• Complete and accurate tool information 

• Pictures of the tools in you own catalog 

• Eliminating duplicate manual entries 

• Saving time and minimizing data entry error 

In this section, we are going to browse through the Product Catalog and 
create new catalog records both manually and using the DataSource CD- 
ROM. Use the tutorial database supplied by ToolWatch Corporation to 
follow these examples. 

Searching the Product Catalog 

If you are using the tutorial database supplied by Toolwatch Corporation, 
the tutorial catalog will already contain several catalog items. If you are 
using one of your own databases, you will need to either type in your own 
catalog items or use the optional Datasource CD-ROM to create items. See 
Building your own Company data in this User's Guide. 

In this example, you will be searching the Product Catalog for 
manufacturer's tool information. 

1 . Display the Product Catalog window by 
clicking on the Product Catalo button 
from the Navigator. 

Searching for records in the catalog is similar to 
searching for Tools Records in the Tool Browse , You 
can search by Category, Manufacturer, Model Number 
and more. You can also create a search that combines 
two or more of the search fields. 

If you want to find all of the drills made by one manufacturer, you would 
enter the category for drills and enter the manufacturer of your choice. 

2. Click on the Category drop-down list and choose Drills. 

3. Click on the Manufacturer drop-down list and choose 

DeWALT. 



ToolWatch Express User'sGuide 



Product Catalog and DataSource CD-ROM 



4. Click on the Start 
Search button to 
begin your search. 

Drills manufactured by 
DeWALT are displayed. The 
information displayed in this 
window is only a portion of 
the information available for 
each catalog entry. 

You can view additional 
information about this catalog 
entry by double clicking on 
the entry of your choice. Or 
you can click once on the 
entry and then click the Edit 
button. 




1. Select the first item in the 
Catalog and click the Edit 
button to display the Product 
Detail window. 



This window is used to display, edit, and 
create new entries into the catalog. 

Manufacturer's Product 
Information 

The information in the top half of the 
window is specific to the manufacturer 
and model of the product. This 
information includes: a photo, model 
number, the manufacturers description of 
the item, the price etc. 

Your Product Information 

The lower portion of the Product Detail window allows you to rename and 
categorize the product differently according to your needs. 

For example, each manufacturer has their own description for a 3/8" Drill. 
Imagine trying to view a report or a list of all the drills you own if several 
descriptions were used, each assigned by a different manufacturer. It would 




TooVNatch Express User's Guide 31 



be difficult to quickly scan the list looking for a particular size drill motor. 

The Description field displayed in the lower portion of the window is the 
description that will be displayed on all reports and throughout ToolWatch. 
We add the description of Drill, 3/8" to all 3/8" drills in the DataSource 
CD-ROM regardless of who manufacturers the drill. You can, of course, 
change the description field if you choose. 

You can also change the Tool Category this tool will be assigned. You may 
want to change this information if you categorize your tools differently. 

Adding products to your Product Catalog 

There are two ways to add product records to your catalog. 

• Import them from the optional DataSource CD-ROM 

• Manually type them into the catalog 

The easiest, fastest, and most accurate way to add products to your catalog 
is, of course, to import them from the DataSource CD-ROM. 

If the Product Detail window is still open, close the window by clicking on 
the close box in the upper right-hand corner of the window. 

You can manually add products to your catalog by typing the information 
into the New Product Detail window. You can also paste an image into the 
window using any graphic program or digital camera utility that supports 
the operating system functions. Simply cut and paste the photo or graphic 
into the new window and you are ready to go. For further information on 
the specifications, please see the More About section of this manual. 

Using the DataSource CD-ROM 

If you have the optional DataSource CD-ROM, insert it into your CD-ROM 
drive and follow the guide provided with the DataSource CD-ROM. 
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Creating Tool Records 



If you have been following along through the Essential Skills section of thi 
guide, you should have already read and now understand the Product 
Catalog concept. 

There are several ways to create tool records. Some of them are: 

• From the Product Catalog 

• Copying tool records 

All of the methods listed above accomplish the same result, they just do it 
using different methods. In this section, we will choose the easiest and most 
often used method. That is, from the Product Catalog. 

From the Product Catalog 

Because most of the information about the tool is already entered into the 
Product Catalog, the process of creating a tool record can be as simple as 
selecting a product from the catalog and saving the tool record. 

In this example, you will be creating tool records for two DeWalt drills, 
model DW100. The drills are on your bench and they do not have tool 
numbers assigned to them yet. 

1 . Click on the Product Catalog button from the Navigator to 
display the Product Catalog window. 

2. Click on the Category drop-down list and select Drills. 



3. Click on the Manufacturer drop-down list and selec 

DeWALT. 



Click on the Start Search button to display a list of all 
Drills manufactured by DeWalt that are stored in the Product 
Catalog. 
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Your Product Catalog should be 
displaying a list of DeWalt 
drills. 

In this example, the drill you 
want to track is a model DW 1 00. 
It is the first item displayed in 
the list. 

To create a tool record for this 
item, you only need to select the 
item from the list and then click 
on the Create New Tool button 
at the bottom of the window. 

5. Select the first item 
displayed by clicking 

once on the image of the tool. 

6. Click on the Create New Tool button at the bottom of the 
window. 




TooIWatch will display the New Tool Detail 
window. Product information will be already 
entered for you along with other important 
information. You can accept the tool record as 
presented or you can make changes now. 



Note: 



The tool number cannot be changed after 
saving the record. 



The drill in this example does not already have a 
tool number assigned to it from a previou 
tracking system, so accept the Tool Number 
suggested by TooIWatch without changing it. 

In this example you may notice that the drill's "Track By" field is set to 
"Unique ID." This preference is set by the Product Record, and is discussed 
in detail in the More About section of this guide. 
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Creating Tool Records 

The next field to consider 
is the Bar Code number. 
This number can be 
changed at any time 
during the life of the tool. 
If a bar code label i 
damaged or missing you 
can replace it with the 
next available label 
number. Just enter the 
new number into the Bar 
Code field in this record. 



In this example, allow 
ToolWatch to suggest the 
next available number 
and accept the field. In 
this example, you will not 
change the bar code number ToolWatch remembers the last bar code label 
number assigned and increments the number by one. This number will 
increase by one each time you create a new tool record. 

Since in our example, you have the drill on the bench, this would be a good 
time to enter the drill's serial number into the record You could also 
change any other information, such as Department, Purchase Information, 
etc. or just save the record. 

7. Click on the Save button to save the tool record you have 
just created. 

Copying Tool Records 

If you are following along from the previous example, you may remember 
that we have two DeWalt DW100 drills to create tool records for 

Since we just created a tool record for the same type of drill and the Tool 
Detail window is still displaying the record, we can just copy the record and 
make any necessary changes. 

1 . Click on the Copy button at the bottom of the Tool Detail 
window. 

ToolWatch displays a new tool record with most of the same information 
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copied from the previous record. Notice that the serial number field has 
been erased, so that you can enter the new serial number into the field. 

You can enter the correct serial number and change any information you 
need to before saving the new record. 

2. Click on the Save button to save the new tool record you 
have just created. 
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Using the Transfer Ticket Window 




The Transfer Ticket window is used to assign tools to locations or 
employees. It creates real-time transactions without the use of the portable 
ToolWatch Pen. The Transfer Ticket window is most often used in a tool 
crib situation with the Keyboard Laser Scanner attached to your computer. 
As an employee request items from the tool crib, their hard hat bar code 
label is scanned into the TransferTicket window. This tool assignment 
creates a transfer. 

The window is also a convenient method of recording transfers that happen 
at a remote location and are then faxed or phoned into the warehouse for 
manual entry. As the name Transfer implies, it's not necessary to check-in 
the items first, j ust transfer them from one location or employee to another. 

For information on assigning tools with the portable ToolWatch Pen, see 
the ToolWatch Pen and Docking Station User's Guide. 

Creating a Transfer Ticket 

To learn about the TransferTicket window we present the following 
scenario. It's a typical day in the tool crib, workers are approaching the 
window and are requesting tools. You are Chuck Smith the tool crib 
manager. 

In this situation, the Transfer Ticket window would probably stay open 
throughout the day. 

1. Display the Transfer Ticket window by clicking on the 
Transfer Ticket button from the A/a vigator window. 

The window will appear with a transfer number already entered for you. 
You can change any of this information if you wish, or just accept the 
information if it is correct. 
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If you change the Transfer 
Number, ToolWatch will 
remember the new number 
you entered. Then, when you 
create the next transfer, 
ToolWatch will increase the 
number by one and present 
the new number as your next 
Transfer Number. 

2. Click on the From 
drop-down list and 
select Warehous . 

Warehouse was the name 
chosen during setup to mean 
the tool crib area. You may 
also chose your warehouse 

as your stockpoint. For more information on the Stockpoint, see the More 
About section of this manual. 



3 



Since it's still morning, most of the items are leaving the tool 
crib instead of returning, this is a good time to click on the pin- 
down button on the From field. By clicking on the pin-down, 
the Warehouse location will remain in the From field for each 
new transfer you create. 

3. Click on the pin-down button on the From drop- 
down list. 

Fred Burke approaches the tool crib window and requests a 
drill motor and two 1/4" drill bits. 



Fred's Tool List 

1 3/8" drill motor 

2 1/4" drill bits 



Pin-down button - 
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Using the Transfer Ticket Window 



4. Click on the To drop down list, and select Burke, 
Fred from the list. 

If you have purchased a Keyboard Laser Scanner, you could 
scan Fred's employee bar code label on his hard hat instead 
of selecting his name from the list. 

5. Click on the Transferred By drop down list, and 
select Smith, Chuck from the list. 

Fred mentions to you that he will return the tools at the end 
of the week, so you record that information in the Return 
Date field. 




6. Choose the Return Date from the calendar. 



It is now time to select the tools for Fred and enter them into 
the Transfer window. The drill you pick from the shelf is drill 
number 4448. 

If your company purchased the Keyboard Laser Scanner, 
you would just scan the bar code label on the drill and the 
information would automatically be entered in the list. 

7. Click in the Item NumberVie\d of the first line, 
enter 4448, and press the Enter key, which 
automatically displays the tool. 
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Notice that ToolWatch recognizes this item as a tool being tracked with a unique tool number and displays 
a T in the first column (Info) for easy recognition. 



You take two (2) 1/4" drill bits from a bin and note the tool number on the 
bin is 1054. 

8. Press th New Line button, and then enter 1054 into the Item 
Number field and press the Tab key. 



Notice that ToolWatch 
recognizes this item as a 
tool being tracked by 
quantity, and displays a Q 
in the first column for easy 
recognition. 
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The cursor should be 
positioned over the 
Quantity field waiting for 
you to enter a new quantity. 

9. Enter a quantity of 

2 in the Quantity 
field and pres Tab 
again. 

Your Transfer Ticket 
should look like the above 
example. 



The last step necessary, is to process the Transfer Ticket. 

When the Transfer is processed, quantities in your inventory are 
adjusted, assignments are committed in the database, and other 
internal records are created and updated to record a permanent 
history of this transaction. 

10. Click on the Process button to complete the Transfer. 

11. When the Process Transfer Sign-Offwindow appears, 
click on the OK button. 



2. 
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Printing ToolWatch Reports 



ToolWatch provides over 100 built-in reports and bar code labels to aid you 
in tracking and managing your company's tools and equipment. Reports 
can be selected using three methods. These methods are: 

• The Printer Icon Button 

• The Reports Menu 

• The Reports Chooser 

Use the tutorial database supplied by ToolWatch Corporation to complete 
the following examples. 



Printer Icon Button 

Most windows within ToolWatch have a simple report 
available that represents the information in the current 
window. For example, if you are viewing a list of tools in the 
Tool Browse , you can print a quick list of the information by 
clicking on the Printer Icon button from the toolbar. 



Printer button 



Reports Menu 

The reports available from the Reports Menu are the 
same reports available from the Report Choose . They 
are represented in menu format for those who prefer 
using menus instead of the Navigator main menu 
buttons. 



The Report Chooser 

Since there are many types of reports in ToolWatch, 
the reports are arranged into logical groups. TheReport 
Chooser arranges the reports into groups for your convenience. This 
section will supply you with a brief overview of the groups and how to 
generate some of their reports. 

Tool Reports 
Transfer Reports 
List Report 

Bar Code Labels for Bins 
Graph Reports 
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1. Display the Report Chooser window by clicking on the 
Report Chooser button from the Navigato . 

The Report Chooser window 
will appear. 

When you click on a group 
button, a list of all reports 
available in the group are 
displayed. 

The lower portion of the Report 
Chooser displays an example of 
the information the selected 
report will contain. 

The bottom of the window gives 
a brief description of the report 
to be printed. 

Tool Reports 

The Tool Reports group is a 
collection of reports that provide 
information about your tools. 
Some tool reports are summarized lists and others are detailed reports 
showing all information available about a particular tool. These reports can 
group your tools by location, employee, warranty, stock, and various other 
classifications. 

Let's generate a Tool Detail report. 

2. Select Tool Detail Report from the report list. 

Before you print a report, you will be presented with another window that enables you to select the specific 
parameters to be used by ToolWatch to generate your report. 

3. Click on the Next button to display the 



selection window. 
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Printing ToolWatch Reports 



The Choose records to print window 
provides you with four options for 
choosing which tool records will be 
included in your report. 

4. Click on the Category drop 
down list and select Drills from 
the list. 

5. Click on the Issued To drop 
down list and select Warehouse 
from the list. 

The Sort report by area of the window 
provides you with options for choosing the way that your tool records will 
be sorted on this report. 

6. Click on the Sort report by drop down list and select Tool 
Description from the list. 

7. Now click on the check box labeled Print tool images to print 
a graphic image of the tools in your report. 

8. Click on the Preview button. 




9. A preview of the Tool 

Detail Report will be 

displayed. 

Each tool's product code, 
purchase date, label number, etc. 
is listed in an organized fashion 
on the report. 

10. Close the window and 
return to the Report 
Choose . 
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Transfer Reports 

TooIWatch provides several types 
of Transfer Reports to give you 
detailed and summarized 
information about the Transfers 
stored in your database. 
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1 . Display the Transfer 
Reports menu by 
clicking on the Transfer 
Reports button. 

2. Select Transfer History by 
Location Report from the 
reports list. 

3. Click on the Next button 
to display the Transfer 
History by Location report 
window. 

This window allows you to print 
the transfer history of your tool 

according to a specific location and then narrow the report to include 
certain dates. 










■ birjta,~Bi 






TiMrtrHiMt 


1 Ll-LiiLillun 


!*■ 


Dmi 




tl dm 




..r H 


-r.jii"h 




2K>\ 




11 Dr-ll 1/4- 


0> 1 


iujl 




M Dil 1 tM> 


nA i 


KID 




IT li*^ Ifaiillad hnal 





4. Select Coors Ma/n Plant from the 
Description list. 

5. Click on the Preview button to vie 
a preview of the report. 

A preview of the report will appear. 

6. Click on this window's close 
button to close the window. 

As you can see, there are a lot of different 
reports that TooIWatch can generate. When 
you start using your own data, each report will 
print with your company's name at the top of 
the report. 
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Printing ToolWatch Reports 



List Reports 

Some of the List Reports allow you to print bar codes for use with the 
ToolWatch Pen. Printing a list of employee names and bar codes is easy. 
Let's generate a List Report now. 

1 . Click on the List Reports button in the ToolWatch Reports 
window. 



Select Employee List 
Report from the 
report menu. 
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3. Click on the Next 

button to display the Employee List 
Report window. 

Notice that when you click on the Next button in 
the ToolWatch Reports window, a pin down button 
is available in the window's left corner. 

Use the Pin-Down button when you are printing 
more than one of the same type of report. This will 
prevent the window from closing each time you 
print a report. 
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4. Click on the Print bar codes check box. 
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5. Click on the Preview button. 
A preview of the report will appear. 
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6. Click on this window's close button to close the window. 

Bar Code Labels 

WithToolWatch, you can print bar code labels for tool bins, and large 
labels for cartons. Let's print out some tool bin labels. 



1 . Click on the Bar Code Labels button in the Report Choose 
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Printing ToolWatch Reports 



5. 
6. 



Select Tool Bin Labels 
from the reports menu. 

Click on the Next button 
to display the Tool Bin 
Labels window. 

Select Hammers from the 
Category drop-down list. 

Click the Select All button. 

Click on the Preview 
button to view the labels. 




ToolWatch has formatted 
the bar code labels to use 
standard Avery stock. 

Your ToolWatch system 
does not have the 
capability to print tool 
labels. Paper labels are 
not durable enough for 
tool and equipment 
tracking. We strongly 
suggest that you purchase 
bar code labels that have 
been manufactured 
specifically for tool 
tracking. You can 
purchase tool bar code 
labels fromToolWatch 
Corporation or your 
Authorized ToolWatch Reseller. 
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Graph Reports 

You can now use ToolWatch to generate three different Graph Reports of 
your data. 

1. Click on the Graph Reports button in the Report Choose . 
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2. Click on the Next button. 



3. Click on the Select All button, and then Create to view a 
sample Graph Report. 

You can use the height and width buttons to adjust the size and shape of the 
graph report. After adjusting the size and shape of the report, you can 
easily export the graph into another application by using the copy button at 
the top of the window 
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Getting Started with Your Own Data 



The previous sections of this document have guided you through learning 
ToolWatch with the help of a tutorial database. Now that you are familiar 
with the Essential Skills needed to start using ToolWatch, it's time to use 
your own database for your company. 

This section introduces you to creating your own database and entering 
important information specific to your company. When you complete this 
section you will be able to get started using your own company 
information, use the Checklist Wizard, and build essential lists. 

Creating a New Database 

ToolWatch stores all of the information about your tools, locations, 
employees, etc., in a database file on the hard disk of your computer. 
Throughout Part 2 of this guide, you have been using a tutorial database file 
named tutorial. df 1. Now it's time to create a new database for your own 
company. 

Windows 95/98 and Windows NT/2000 

You may choose any name you like for your database. The extension.dfl 
does not need to be added, Windows 95/98 and Windows NT/2000 will add 
it automatically. 
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1 . To create a new 
database, click File on 
the Menu bar and 
choose Select 
Database.... 

The following window will 
appear. 

2. click on the Ok button. 

A new database will be created 
and the Database Setup 
Checklist will appear. 
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Using the Setup Checklist 

To help guide you through entering your company data, the Setup Checklist 
outlines where information is suggested to be entered, and in the order it 
should be entered. 



1. If it is not already displayed, 
Display the Database Setup 
Checklist window by clicking 
Setup on the Menu bar and 
selecting Database Setu 
Checklist. 
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The Database Setup Checklist 
Wizard window will appear. 

2. You can display the 
window necessary to 
complete a step by 
highlighting a line and 
clicking on the Go button. 
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Getting Started with Your Own Data 



Entering your Company Information 

If you haven't already setup your company data using the Database Setup 
Checklist from the previous page, you can display the Company Setup 
window from the Setup menu on the menu toolbar or the Navigator. 

1 . Click on the Setup button on the 

Navigator and choose Compan . 



The Company Setup window will appear. Click 
on the appropriate icon to display the specific 
setup options: 




Company Name, 
Address, etc. 

Enter your company name 
and address information. 
The company name you 
enter here will be printed on 
all reports. 
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art 2 Essential Ski 




Stockpoint / Site ID 

The stockpoint is a Location that you choose from 
the location list. It is the only location that will be 
used to track inventory levels for tools tracked by 
quantity ToolWatch allows only one stockpoint . 
Some examples of typical stockpoint are 
warehouses, shops, trailers, your tool crib, etc. 

When you choose a location as your stockpoint, you 
are telling ToolWatch to create a storage area in the 
ToolWatch database. You will be able to track 
various levels, such as High Level, Low Level, 
Target Level, and Quantity in Stock for the location 
you choose as your stockpoint. 
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When tools are checked IN, they are assumed to be at the location that you 
choose as your stockpoint and you can view and manage their levels. 

When tools are checked OU , they may be assigned to any other location, 
or be assigned to an employee, but those locations or employees will not 
have levels that can be managed. 



Scan Aging Periods 

One of the most unique features of 
ToolWatch is the ability to track tools 
by aging date. Aging simply means 
knowing how long it has been since a 
tool have been scanned. Then grouping 
multiple tools by their aging periods 
and printing the Tool Aging report. 



In order to understand tool aging, it's 
important to grasp the idea of regularly 
scanning tools wherever they may be, 
while they are on job sites, in the 
warehouse, etc. Simply scanning tools 
regularly is the key to keeping your tool 
information accurate. 

Tool aging periods are established by 
someone in your company who decides 
how often the tools should be scanned 

to keep the information accurate. ToolWatch allows you to select three 
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aging periods. In the following example the company has chosen 45, 90, 
and 180 days as the three aging periods that tools will be grouped into. 
Using three aging periods actually creates four groups of aged tools. 

The first group of tools is the Current group. They have been scanned 
within the last forty five (45) days. 

Current all tools scanned within the last 45 days 

Group 1 all tools not scanned within the last 45 days * 

Group 2 all tools not scanned within the last 90 days ** 

Group 3 all tools not scanned within the last 1 80 days ** 

Notice the asterisk symbols to the right of each aging group. We call them 
aging symbols. There are no symbols next to the first line because those 
tools are current. However, Group 1 has one asterisk displayed, Group 2 
has two asterisks displayed, and Group 3 has three asterisks displayed. 

The symbols are used throughout ToolWatch to graphically show you at a 
glance how current your tool information is. They are displayedon the Tool 
Browser window and on the Tool Aging report. The aging symbol is much 
quicker to evaluate than trying to calculate the number of elapsed days 
between two dates. 

You can print the Tool Aging report sorted by location. The report will 
print a list of the tools that have not been scanned recently. Armed with this 
list of tools, someone can go out and scan the tools on the jobsite. This will 
enter a fresh date into the tool records of the tools that haven't been scanned 
for quite some time. This will remove the asterisks from the tool records. 
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About ToolWatch Labels 

This section introduces you to ToolWatch tool tracking bar code labels. In 
this section you'll learn about: 

• Tool numbering 

• Choosing the best placement for labels 

• Preparing a tool surface for labels 

• Applying labels on tool 

These durable labels have been 
specifically manufactured for tool 
control. The labels are manufactured 
with a strong adhesive that 
permanently adheres to a wide range of 
surfaces including metal, plastic, wood 
and rubber. The manufacturing proces 
used to create the ToolWatch labels is 
known as photographic composition. 

This process guarantees the highest degree of error free scanning for each 
label, as well as providing the highest probability thatthe ToolWatch Pen 
will read the label the first time you scan it. 

Because quality labels are vital to the success of the ToolWatch System, we 
manufacture labels in very large quantities to reduce costs and pass the 
savings on to you. 

Using bar code labels is not complex, but there are some important 
guidelines to follow to ensure readability, strong adhesion and 
accessibility. 

Numbering your tools 

ToolWatch relies on a numbering system of bar code numbers and tool 
numbers in order to track tools and equipment accurately 

The tool number is a permanent link between your tool and its 
corresponding record in the computer. The bar code number is the number 
on the bar code label that you apply to your tool. 
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Each tool in the system must have a tool number. However, it is not 
necessary that every tool have a bar code number. Some tools are not suited 
for bar code labeling. For those tools, ToolWatch can track them using only 
the tool number assigned to it. Simply enter or scan that tool number into 
the ToolWatch Pen. 

Tool Number 

The Tool Number field is an alpha-numeric field that will accept 15 
characters and cannot be duplicated in the ToolWatch database. It is a 
permanent number that identifies a tool and its corresponding tool record 
in the ToolWatch database. The tool number stays with the tool for the 
entire life of the tool. Even after the tool is lost or retired, the tool number 
continues to stay with the tool. This provides a link to the tool's history. 
Tool numbers cost nothing and should not be reused. 

Should the tool number be in sequence or have a special meaning? NO ! 

DO NOT assign any meaning or significance to a tool number. The number 
is only a link between the tool and the ToolWatch database. Many 
companies have existing tool numbers that were created before tool 
databases became popular. Many of these companies also used a sequence 
of numbers and letters to help identify and categorize their tools on note 
cards and paper tracking systems. This method of numbering tools is no 
longer needed when using ToolWatch. ToolWatch takes care of 
categorizing, sorting, and searching for groups of tools. You may use your 
existing numbering system if you choose. However, we recommend that 
you use the shortest number possible for tool numbers. 

Can I use my existing tool numbers? Yes, as long as they are 15 
characters or less. 

Can I use alphabetic characters in my tool numbers? Yes, but it makes 
using the ToolWatch Pen more difficult for the person using the Pen. 
ToolWatch allows you to track tools that do not have a bar code label on 
them by scanning numbers or by entering them into the Pen. While this is 
not difficult, it can be time consuming if performed on a regular basis. The 
best numbering system are simple three to five digit numbers. 

It can also add time if the alphabetic information is redundant, as is the case 
when the characters are the first letters of the company name. An example 
would be a company whose name is XYZ Electric Company and 
management insists that each tool number starts with the letters XYZ. 



58 ToolWatch Express User'sGuide 



Tips About Labeling Your Tools 



Additionally, if management insists that the tool numbers contain a 
character that identifies the type of tool that is being tracked and a number 
that signifies when the tool was purchased, more wasted time is added. If 
the tool were a ladder purchased in 1996, the tool number would look 
something like this "XYZL 1996 101." This is not a "worst case" situation. 
Some companies add department and other information to their numbers. 

With the ToolWatch, you can start with tool number 1 and continue on 
without regard for a numbering sequence or type of tool. All of the 
information represented in the tool number of the previous example is now 
stored in the ToolWatch tool record, not the tool number itself. 

ToolWatch does not use the tool number for categorizing your tool 
information. ToolWatch is excellent at searching, sorting, and reporting 
your tool information without depending on the tool number for 
categorizing. 

Bar Code Number 

The Bar Code Number field in the tool record is an alpha-numeric field that 
will accept 15 characters and cannot be duplicated in the ToolWatch 
database. It is a number that allows the ToolWatch Dolphin to know which 
tool has been scanned. 

It is not necessary for every tool to have a bar code label applied to it. 
However, using bar code labels on tools reduces the length of time it take 
to transfer tools with the ToolWatch Pen. With very little practice, an 
operator can scan 50 to 100 tools within a few minutes if ToolWatch bar 
code labels have been applied to the tools. 

Unlike the tool number, which remains with the tool throughout its life, the 
bar code number is not permanent. If the label becomes damaged or is 
removed, a new label can be applied to the tool. This means that there is no 
need to replace a damaged or destroyed bar code label with an identical 
label number. This saves time and money. 

If the bar code label is destroyed or removed, you can simply apply the next 
bar code label available and then edit the Bar Code field in the tool record 
to reflect the new bar code label number. 

You could think of the bar code label on the tool as being similar to the 
license plate on your vehicle and the tool number as the vehicle's serial 
(VIN) number. If you move to another state, you would be issued an new 
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license plate number, but you wouldn't attempt to change the permanent 
serial (VIN) number on your vehicle. 

Applying Tool Numbers to Your Tools 

Engraving or stamping tool numbers is useful for permanently marking 
most tools as well as marking small tools that are subject to continuous 
abuse. If these tools are permanently marked, their tool numbers can be 
entered into the ToolWatch Pen. 

Painting tool numbers on tools will save the Pen operator a significant 
amount of time when entering tool numbers. An operator can look at a tool 
from a distance and quickly see its tool number. 

Choosing the Best Placement for Bar Code Labels 

ToolWatch labels are very durable and are designed to adhere to your tools 
for years. With some suggestions, common sense and a little practice the 
labels will last for years on most tools. Here are a few suggestions that have 
been proven over time: 

• The best place for a label is on a flat, smooth, protected surface. 

• Avoid rough textured areas on tools. This will reduce the label's ability 
to adhere to the surface properly. Also, the rough surface may emboss 
through the surface of the label and make the label difficult to scan. 

• Do not apply a label over a gap between two surfaces. This will reduce 
the label's ability to adhere to the surface properly. Also, the 
depression over the gap may make the label difficult to scan. 

• Do not place the label in a remote or awkward position where you can't 
use the Pen to scan the label. Be sure that the placement also allow 
enough room to comfortably scan through the quiet zones at each end 
of the bar code. 

Whenever possible, place labels in a protected or slightly depressed area on 
the tool to reduce wear and tear. Be sure the label is placed so it can still be 
scanned by the Pen. 
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Never place a label around a curve. It is 
very difficult for the operator to scan 
around a curve. For cylindric tools, place 
the label vertically for a flat, even scanning 
surface as pictured here. 

For items that cannot accommodate the 
application of a label such as chains, place 
a label on a rubber ToolWatch tag attached 
to the item. 

For especially small items, place the label 
on the storage bin. 



Be consistent with label placement. Place labels in 
a standard location for common tools. For 
example, placing a label on the same side of every 
ladder or piece of scaffold at eye level, will save 
the operator time in finding and scanning the 
labels. 



Preparing the Tool Surface 

Once the ToolWatch label is properly applied, 
grease, oil, or most other solvents will not harm the 
label. Here are a few tips on surface preparation: 

• The surface should be as smooth as possible. 
A manufacturer's label which is already 
affixed to the tool may be a good choice if it is 
located in an acceptable area. 

• Before applying a label, you must clean the tool surface. A non-oil 
based cleaner should be used. Lacquer thinner works particularly well 
on metal. However, you should be cautious in using such products 
because they may destroy some plastic surfaces, such as styrene. 

• Do not use brake fluid, mineral spirits, or other oil based cleaners to 
clean the spot where the label is to be applied. They will leave a residue 
on the surface of the tool that will not allow the permanent adhesive on 
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the label to properly adhere to the tool. However, if there is any oily 
residue on the tool, lacquer thinner, or another non-oil based solvent 
may be used to clean a spot for the label. Be careful that you do not 
create a dangerous chemical reaction by mixing incompatible 
cleaners. 

• Do not place the label over loose paint, rust, or grease. Any of these 
conditions will not allow the permanent adhesive on the label top 
properly adhere to the tool. 

Applying the Labels 

When you remove the label from the sheet of labels, you should avoid 
contaminating the adhesive surface with oil form your fingers. A single- 
edge razor blade will enable you to lift the label from the sheet and place it 
on the tool without contaminating the adhesive. 

Once the surface is clean anddry, apply the label to the tool. Burnish the 
label in place by rubbing lightly with the back of your fingernail. The label 
will adhere immediately. However, it takes approximately 72 hours for the 
adhesive to bond at full strength. 
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ToolWatch stores most information in lists so that the information is 
available throughout the system. Most windows have drop-down lists of 
information. This section will explain the functions and features of the lists 
used in ToolWatch. 
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Categories 

Too/ Categorie are used to put 
similar tools into groups. When 
you search for tools or print 
reports, tools will appear in their 
category group. 

A category named Ladders, could 
contain all the ladders your 
company owns. This makes 
searching for ladders easy. You 
can just search by the category 
named ladders, and all ladders 
your company owns will be 
displayed. 

To recategorize your tools... 

If you decide at a later time that 
you want to further divide your 
ladders into two groups, Extension 
Ladders and Step Ladders, it' 
very easy to create new categories 
and to recategorize your tools. You 

can accomplish this by displaying the Product Catalog, selecting the tools you would like to recategorize, 
and then click your right mouse button and choose the recategorize option. 
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Category Number 

Category Number is a unique numeric field that will accept up to six 
characters. 



Category Name 

Name is an alphanumeric field that accepts up to thirty characters. The 
name entered here appears in the Name column of the list and will be used 
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on all reports that group tools by category. 

Tool Classes 

Tool Classes are used to group tools and 
equipment for searching and printing. A 
common uses of Tool Classes would be to group 
tools for accounting purposes as either Capital or 
Expensed tools. Then, several tool reports can be 
printed that will select only the tools for a 
particular class and total their value. 

Number (No.) 

No. is a numeric field that will accept up to six 
characters. When you create a new Tool Class, 
TooIWatch will automatically enter the next 
number in sequence into the Number field. 



Name 

Name is an alphanumeric field that accepts up to 
twenty characters. The name entered in the Name field of the Class Detail 
appears in the Name column of the Tool Classes List. 




Departments 

The Department List is for 
recording information about 
separate departments within your 
own company. You can keep track 
of information about each 
department such as a phone 
number, fax number, and 
supervisor for the department. 
Simply double-click on an entry to 
open the Department Detail 
window. 
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A tool can be associated with a 
department to help in returning 
tools to their correct department. 
You can also print tool reports that 
list all tools owned by each 
department and their associated values. 
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Department Number 

The Department Number field accepts a unique alpha-numeric entry no 
longer than nine characters. 

Description 

The Description field is an alpha-numeric field that accepts up to thirty 
characters. The description entered here appears in the Description column 
of the Department List. 

Employees 

The Employees List stores 
information about your 
employees. If your 
company is tracking tools 
by employee, you should 
enter their information into 
the employees list. 
However, if your company 
does not track tools by 
employee, you will still 
have to enter at least one 
employee who will create 
and process transfers. 

Employee Number 

The Employee Number 
field accepts a unique, 
alpha-numeric entry no 
longer than nine characters. 

Bar Code 

The Bar Code field accept 
a unique, alpha-numeric 
entry no longer than nine 
characters. If your company 

already issues employee badges, enter the badge number into this field. 

If you purchased bar code hard hat labels from ToolWatch Corporation, the 
bar code number on the hard hat label does not have to match the 
employee's number. Just enter the hard hat label number into this field and 
ToolWatch can recognize this employee by either number. 
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Photo 

A feature of the employee detail window is 
that you can paste an employees photograph 
into the window. You can use any digital 
camera to copy and paste photos of your 
employees into the Photo field. You can also 
use a scanner to scan and paste photographs 
into the employee detail window. The size and 
specifications of the image should be 120 x 
120 pixels, and 256 colors. 



Employee Types 

This list allows you to create 
job titles or job classifications 
for employees in your 
company. 



Photo 




ijiee Type: 



Previous versions of 
TooIWatch depended on 
employee types to accomplish 
a form of certification. 
TooIWatch now fully 
supports certifications 
without the need for employee 
type codes. You may continue 
to use employee type codes 
for your purpose. 



Code Description 



AP 

DD 



Apprentice 
Delivery Driver 



JM Journeyman 



LB 

MG 
PM 
SM 
SP 



Laborer 
Management 
Project Manager 
Shop Manager 
Supervisor 



Edit I Delete 
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Locations 

The Locations List stores 
information about locations in 
ToolWatch. Locations are where 
tools can be assigned to or from. 
A Location is also where you will 
search for a tool if it has not been 
assigned to an employee. 

For example, your company may 
store tools in a warehouse and 
then assign them to different 
employees during the day. 
Locations can be a project 
location, a vehicle, a warehouse, 
trailer etc. 



If your company is not tracking 
tools by location, you should at 
least enter a location number for 
your warehouse or tool crib. 

Location Number 

The Location Numbe field 
accepts a unique alpha-numeric 
entry no longer than nine 
characters. 

You will probably want to keep the location number short for frequently 
used locations, such as your tool crib. This will speed data entry while using 
the ToolWatch Pen. 

Bar Code 

The Bar Code field accepts a unique alpha-numeric entry no longer than 
nine characters. You can print location bar code labels that can be used with 
the ToolWatch Pen or Keyboard Laser Scanner. You can also print location 
list reports that will use this bar code number. 

Description 

The Description field is an alpha-numeric field that accepts up to thirty 
characters. The description entered here appears in the Description column 
of the Location List. 
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Status 

The Status section of the Location Detail window allows you to identify a 
location as "inactive" and give a corresponding date. You can also render 
a particular location incapable of receiving transfers and list the particular 
reason, e.g. the jobsite has closed. 

Manufacturers 

The Manufacturer List is where a 
detailed description of your tool's 
manufacturers is kept. It is possible to 
access manufacturer names and 
information by using the optional 
DataSource CD-ROM, however, you 
may also manually enter manufacturer 
information. 

Manufacturer Number 

The Manufacturer Number field accepts 
a unique numeric entry no longer than six 
characters. 

Name 

Name is an alpha-numeric field that 

accepts up to twenty characters. The name entered here appears in the 
Manufacture column of the list. 
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Status Codes 

Status Codes are used to describe a tool's current 
condition. A tool may be in need of repair, need 
service, missing, etc. ToolWatch lets you create 
Status Codes for your tools to reflect the way 
your company conducts business. 

Status Codes can be captured with the 
ToolWatch Pen when tools are transferred. You 
can also change the current Status Code that is 
assigned to a tool from the Tool Record or at 
transfer time. 
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Code 

The Code field accepts a unique alpha-numeric entry no longer than two 
characters. 
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Detailed information about tools can be displayed by clicking on the Tool 
Records button found on the Navigator or the toolbar, and searching for a 
specific tool. 
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Tracking methods and identification 

Track by Unique ID or Quantity? 

ToolWatch provides two ways to track your tools and equipment. You can 
either track them individually with unique tool numbers or you can track 
them by quantity. You must decide how you are tracking a tool when you 
create the product record in the Product Catalog. After establishing this in 
the product record, each tool created off of the product will be tracked 
based on the "Track By " type assigned. 

Depending on various factors such as company size, number of tools 
tracked, or how they are expensed, each company may have its own policy 
regarding which method to use. 

Tracking tools by unique ID number has many advantages. The exact 
history of the tool is always known, including date purchased, purchase 
cost, warranty information, and more. ToolWatch also keeps detailed 
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information about where the tool has been assigned throughout its life, as 
well as usage history for the tool. 

Some examples of tools or equipment tracked by unique number are 
vehicles or other engine driven equipment that need scheduled service. 
Tools that require inspections or certifications to meet certain safety 
regulations should be tracked uniquely. Most power tools are ideal 
candidates for unique ID number tracking. Tracking tools by unique ID 
number initially requires more effort when labeling the tool; however, the 
benefits are significant. 

Tracking tools by quantity is suitable for smaller items that are difficult 
to assign a unique number or tool label to. It may also be appropriate to 
track larger items that are inexpensive or are not serviced. 

Some examples of tools typically tracked by quantity are small drill bits, 
hand tools, barricades, scaffolding, or personal items such as hard hats. 

While tracking tools by quantity may seem like a good idea, and is in some 
situations, it has serious limitations and problems. A common proble 
encountered is that the quantity reported in the database is seldom correct 
after the initial setup for the following reasons. 

• Tools are moved between projects 

• Tools are lost or stolen 

• Tools are purchased on job sites 

• Tools are returned to the warehouse or crib without knowing where 
they came from 

The list goes on and on and usually leads to an inaccurate count in the 
database. However, if the actual count is not critical, and the history of the 
individual tool is not important, tracking by quantity may be an appropriate 
method. 

Tool Numbers 

If you did not read the section Tips About Labeling yourTool , please see 
that section for more information about Tool Numbers. 

Bar Code Number 

If you did not read the section Tips About Labeling yourTool , please see 
that section for more information about Bar Code Numbers. 
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Departments 

The Department drop-down list can be used to assign the ownership or 
responsibility of this tool to a department. The Advanced Search feature of 
the Tool Browser window can be used to search for all tools assigned to a 
department. See Department in the More About Lists section of this 
manual for more information. 

Classes 

See Tool Classes in the More About Lists section of this manual for more 
information. 

Purchase Information 

PO Number 

The Purchase Order Number field is an alphanumeric field that will accept 
15 characters. It's an ideal place to store the purchase order number that 
was used when the tool was purchased. 

Purchase Cost 

The Purchase Cost field is used to record the 
original purchase cost of an item. The original 
purchase cost should stay with the item for the 
life of the tool. The Advanced Search feature 
of the Tool Browser window can be used to 
search for all tools equal to, greater than, or less than the cost entered into 
this field. You can also combine Purchase Date range information with the 
search. 

Purchase Date 

The Purchase Date field is used to record the original purchase date of an 
item. The original purchase date should stay with the item for the life of the 
tool. The Advanced Search feature of the Tool Browse window can be 
used to search for all tools equal to, greater than, or less than the date 
entered into this field. You can also combine Purchase Cost range 
information with the search. 

Warranty 

The Warranty date field is used to record the expiration date of the tool. 
You can print warranty reports listing all tools that are still in warranty or 
whose warranty will expire in the next 30 or 90 days. You can also print 
other warranty reports. 
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Catalog Information 

The Catalog Information section of the tool record is information that 
actually resides in the Product Catalog. It is only displayed in the tool 
record for your convenience when viewing a tool record. 



Storing the catalog information in the Product Catalog 
instead of the actual tool record for each tool saves hard 
drive space, speeds search time, maintains consistent 
information about each tool of the same model number 
and reduces data entry time at setup. 









v.v< 


■p] 

Km* it, t J2JH", Fta»j» 
■ 11 





Changing the information displayed in this section of 
the Tool Detail window can be accomplished by clicking on the picture 
area of the Tool Detail window. This will display the actual catalog record 
that can be edited. Remember, when you edit the catalog record, all tool 
using this product code will display the new information. See Product 
Catalog and optional DataSource CD-ROM in the Essential Skills section 
of this manual for more information about the Product Catalog. 

Unique Tool Information 

If you choose to track a tool or piece of equipment as a unique item, this 
section of the tool record window will display the necessary fields to store 
that information. 

Serial Number 



The Serial Number field is an alpha-numeric field that 




will accept 20 characters. The Find button in at the 
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bottom of the Tool Detail window can be used to find a 
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tool record using the information in this field. 
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Assigned To 

The AssignedTo field displays the current assignment of the tool. When a 
new tool record is created, the initial assignment of a tool can be set by 
clicking on the drop-down list. This field cannot be edited from this 
window after the tool record has been created. However, this field will be 
updated each time the tool is reassigned. 

Bin 

This field can be used to record information about where this tool should 
be stored when it is returned to your stock point. The stock point is usually 
your tool crib or warehouse. Bin information is printed on the Tool Detail 
Repor . 
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Status 

The Status field is a drop-down list of user defined status codes. You can 
change the status of a tool at any time from this window. You can also retire 
a tool to the Lost and Found or schedule it for service by changing its status 
here. See "Lost and Found," in the next section to learn more about Lost 
and Found. Also see "Status Code " in the previous section to learn more 
about Status Codes. 

Quantity Information 

If you are tracking some or your tools by quantity, the Tool Detail window 
for those items will change to display quantity and level information. 

Quantity In Stock 

The Quantity in Stock field is updated when tools are 
transferred to or from your stock point. The quantity can 
be adjusted to reflect physical inventory counts, receiving 
new stock and more. 

Date Counted 

This field displays the last date you completed a physical inventory count 
of this item. See "Assignments" in the next section for more information 
about changing the Date Counted. 

Bin / Shelf 

This field can be used to record information about where this tool should 
be stored when it is returned to your stock point. The stock point is usually 
your tool crib or warehouse. Bin / STzeZ/'information is also printed on the 
Tool Detail Report. 

Low Level 

ToolWatch can warn you if your tool inventory falls below the low level 
point you have established in this field. The quantity in stock for this item 
will be displayed in red when viewed at theTool Browse window. You can 
also print the Low Level Report showing which items to order and their 
suggested reorder quantities. 

Target Level 

Entering a value in the Target Level field enables ToolWatch to suggest a 
reorder quantity when it' s time to reorder. The Low Level Report will use 
this value to suggest a reorder quantity 
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High Level 

TooIWatch can warn you if your tool inventory is exceeding your high 
level point you have established in this field. The quantity in stock for thi 
item will be displayed in blue when viewed at the Tool Browser window 



The Toolbar 

The Toolbar portion of the Tool Detail window provides 
instant access to other windows relating to the tool being 
displayed. 



Assignments 

When you're tracking tools by quantity, tools may be assigned 
to several locations or employees. 

To view or edit a list of Assignments for a tool, click on the 
Assignments button found on the toolbar in the Tool Detail 
window. This icon will only be available when the tool is being 
tracked by quantity. 



-Assignments 

Catalog 

New Product Code 
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Notes 



Stick Pin 



The window provides a list of allAssignments for this tool. Notice the total 
quantity for this item is displayed in the lower right hand corner of the 
window. 
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You may want to add new 
assignments when setting up your 
tool inventory. Or, you may want 
to adjust the quantities for the 
existing assignments at various 
times. 

Creating new tool 
inventory assignments 

Click on the New button at the 
bottom of the Tool Assignments 
window to begin creating a new 
assignment. The New Inventory window will appear. 
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More about Tool Records 

This window is used during the initial setup of your tool 
inventory information in the ToolWatch database. Y 
probably have tools assigned to projects, employees or 
vehicles already. Using this window, you can create the 
initial assignments necessary to reflect your actual 
inventory disbursements. 

Assignment 

The Assignment field stores the name of the employee, 
or the name of the location that you are creating thi 
assignment for. You must select an employee or a 
location from the Assignment drop-down list before you 
can save the record. 

Current Quantity 

This field is displayed for your convenience only. It will reflect the new 
quantity after the record is completed and saved. 

New Quantity 

Enter the initial quantity into this field by clicking on the up or down r^j 
spinner arrows next to the field or by typing in a value. H 

Difference 

This field can be skipped during a new assignment. It is used during an 
adjustment and is explained below. 

Full Count Taken 

This area is used to record information about the last time you completed a 
physical inventory for this item at this particular location. Since you are 
creating a new assignment, ToolWatch assumes that you counted the items 
you are assigning and enters the current date and time for you. You can 
change the date and time if you choose, or click on the Full count taken 
check box to remove the check mark and omit the information at this time. 

You may from time to time, adjust the current quantity at a location because of a 
purchase or a loss. However, you may not always choose to count all of the items at a 
location when you adjust your inventory. For this reason it's a good idea to record the 
date and time whenever a complete inventory count is taken. 
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Adjusted By 

Select your name from the drop-down 
employee list or type the first few characters 
of your last name and ToolWatch will fill in 
the rest of your name. You must enter a valid 
employee name in this field before saving 
your changes. 

Reason 

Select a reason from the drop-down list or type any description you choose 
into the reason field. This information will be recorded along with other 
adjustment information for future reference. 

Adjusting Inventory 

If you purchase additional tools of the same type, you will need to adjust 
the quantity in stock. To maintain a record of adjustments for future 
reference, ToolWatch provides an Adjust Inventory window, associated 
with the Tool Assignments window, to record all adjustment information. 

Just select the assignment that you would like to adjust, and click on the 
Adjust button at the bottom of the Tool Assignments window. 



The Adjust Inventory window will display. the item you 
are adjusting, its current assignment, and the current 
quantity are displayed for your convenience. 

New Quantity 

Enter the new quantity into this field by clicking on the up itwQwttt [■ £j| c«H M 

or down spinner arrows next to the field, or by typing in a dh™™ I 

new value. If you know the quantity purchased, you can 

skip this field and enter the quantity purchased into the ^ |i r -.- (VJ i K t.-Vi„»i 7] 

Difference field. ToolWatch will calculate a value for the 
New Quantity field for you. 



Difference 

If you know the quantity purchased, you can enter it here and ToolWatch 
will calculate the value in the New Quantity field for you. 

Full Count Taken 

This area is used to record the last time you 
completed a physical inventory for this item at this 
particular location. You may from time to time, 
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adjust the current quantity at a location because of a purchase or a loss. 
However, you may not always choose to count all of the items at a location 
when you adjust your inventory. For this reason, it's a good idea to record 
the date and time whenever a complete inventory count is taken. 

Adjusted By 

Select your name from the drop-down 
employee list or type the first few characters 
of your last name and ToolWatch will fill in 
the rest of your name. You must enter a valid 
employee name in this field before saving your changes. 

Reason 

Select a reason from the drop-down list or type any description you choose 
into to reason field. This information will be recorded along with the other 
adjustment information for future reference. 
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Lost and Found 



What is the Lost and Found? 

Lost and Found is a section of your ToolWatch database that stores tool 
records for tools that have been lost or retired. The information about the 
tool's last known assignment, its condition, and other information is 
retained when the tool is assigned to the Lost and Found. 

When a tool is in the Lost and Found, it no longer appears in the Tool 
Browser or on most tool reports. However, if a tool has been sent to the Lost 
and Found then later is scanned during a transfer, it can be reinstated as a 
transferable tool. 

Why Place a Tool Into the Lost and Found? 

There are at least two reasons why you may want to send a tool to theLost 
and Found. 

When a tool is assigned to a project, and does not return when the project 
is complete. In this case, you don't know if the tool was just moved to 
another project or if it is gone forever. 

When a tool is damaged and becomes unusable it can be assigned a status 
of retired and sent to the Lost and Found. 

In both cases, you probably don't want to see these tools appearing in the 
Tool Browse . You only want to see tools that can be assigned, but you do 
not want to lose the information associated with these tools. 

You may want to generate a report listing all tools lost this year or all tools 
retired this year, or all tools lost on a project, etc. The Lost and Found 
enables you to generate these reports and others. 

Sending Tools to Lost and Found 

There are two ways to send a tool to Lost and Found. You may either: 

• Right-click on an item listed in the Tool Browser (either unique or 
quantified); or 

• Use the Tool Detail window to change the Status of a tool (unique 
only) 
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Use the tutorial database supplied by ToolWatch Corporation to help you 
complete the following examples. 

In the first example, you will retire a drill motor that was badly damaged 
on a project site. You will find the tool and then send it to Lost and Found. 

1. Click on the Tool Records button from the Navigator 



The Tool Detail window 
will appear. 
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2. Click on the F/nd 
button and type 
in tool number 

2248. 

3. Click on the OK 
button to find 
the tool. 

The following tool 
record will appear. 

4. Click on the 
Status drop 
down list and 
select MS 

(Missing in Action) from the list. 

Remember, only uniquely identified tools, such as this drill, will have the 
Status drop-down menu available in the Tool Detail. 

5. Click on the Save button of the tool record. 
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ToolWatch will recognize that you have changed the status of the tool to 
one that indicates you want to send the tool to the Lost and Found. 



The following information window will appear. 

6. Click on the Retire button to retire this tool 

to the Lost and Found. 
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The Retire a Tool window will appear. 

7. Click on the Retired by drop down list 
and select Al Burris from the list. 

8. Click on the OK button to place the tool 

in the Lost and Found. 

Tool Number 2248, a 3/8" drill has now been placed 
in the Lost and Found. This tool will no longer 
appear in the Tool Browser. If the tool is 
encountered during a transfer or a scan, you can 
reinstate the tool into normal service at that time. 

Now let's open the Lost and Found window so that 
we an see that the tool has actual been retired. 
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Viewing items in Lost and Found 

Use the Lost and Found window to view a complete list of tools that have 
been placed into retirement. From this screen you can either delete or 
reinstate tools. 

1 . Click Tool Data on the menu bar and select Lost and Found. 



The Lost and Found Tools 
window will appear. 

View 

The View button allows you 
to display the Lost and 
Found record about a tool. 

1. Click on an any item 
in the list. 

2. Click on the View 
button on the lower 
left corner of your 
window. 
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The Lost Tool Detail window 
displays more information, 
including the cost of the item, 
date purchased, warranty 
information, and when and 
who retired the tool. 

Reinstating a tool 
from Lost and Found 

When you reinstate a tool, it 
will be brought back into your 
tool database with all of its 
information and history 
available. 

Use either the Lost and Found 
window, or the LostTool 
Detail window to reinstate a 

particular tool. If you are searching the Lost and Found window, you can 
sort the list by clicking at the top of any column in the list. 

After you locate the tool to be reinstated: 

1 . Click on the Reinstate button, from either the Lost and 
Found window or the LostTool Detail window. 
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TooIWatch will display the Reinstate a Tool window 
This window allows you the opportunity to assign the 
tool, change its status, and add a note if necessary. 

2. Click on the Assignment drop-down list, 
and select the appropriate assignment for 
the tool. 

3. Click on the drop-down Reinstated by list 
and select the employee who is 
reinstating the tool. 

4. Click on the OK button and your tool will 
be reinstated into your database. 
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Lost and Found 



Deleting Lost and Found information 

You can delete information from the Lost and Found. However, the 
information about the tools you delete will be permanently lost and cannot 
be recovered. Lost and Found information uses relatively little space in 
your ToolWatch database, so there is no pressing reason to delete the 
records unless you are certain you no longer need the information. 

Use the Lost and Found window to locate the tool to be deleted. You can 
sort the list by clicking at the top of any column in the list. After you locate 
the tool to be deleted: 

1. Click on the Delete Button. 

The Lost and Found information will be permanently deleted from your 
database. 
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Permissions Profile 

Depending on how your company conducts business, you may want to use 
the redesigned Security features within ToolWatch to manage your 
employees' use of ToolWatch. If enabled, the Security Options within the 
Company Setup window of ToolWatch, allow you to assign different 
Permissions Profiles, or levels of access, for users on the system. By doing 
this, you are able to restrict individual users or groups of users fro 
accessing certain functions in ToolWatch. 

In ToolWatch, you are able to turn the Security features on, and then 
designate which particular level of permissions each employee has. 
Alternatively, you can leave the Security features off, and all users will 
have full access to all features within ToolWatch. In other words, with the 
Security features turned off, essentially all employees with access to 
ToolWatch will have an Administrator level permissions profile. 

The three permissions profiles are: 

• Guest 

• Regular User 

• Administrator 

Guest 

An employee or other visitor may be given Guest access to your ToolWatch 
system, which enables that user to view the windows within ToolWatch. 
However, a guest user cannot add, edit, or delete data in the database. 

Regular User 

An employee designated with Regular User permissions has access to all 
of the ToolWatch features, but does not have access to any Administrator 
level features, such as the Company Setup windows. However, a Regular 
User can have many combinations of selected permissions granted to him 
or her by an Administrator level user; such that not all Regular Users will 
necessarily have the same exact set of permissions. For example, one 
employee with Regular User permissions may be able to Transfer tools, but 
not perform any Billing functions. Another employee with Regular User 
permissions may not be able to delete data from the database. 
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Administrator 

An employee designated with Administrator permissions can perform all 
TooIWatch functions, and also has access to Administrator functions 
within TooIWatch. The most important of these Administrator functions is 
the ability to set Permissions Profiles for all other users. This is 
accomplished by only giving access to the Company Setup window to 
someone with Administrator level rights. Of course, if the Security features 
are turned off in the Company Setup window, all users would then 
essentially have Administrator level permissions. 

An employee with Administrator level permissions also has access to 
Database Utilities. These Utilities are advanced features that enable the 
Administrator to backup, optimize, and manage the database. Database 
Utilities are more fully discussed in the Advanced section of this manual. 

Let's enable Security and assign some permissions to a few users. 



1 . Display the Security 
Options window by clicking 
Setup on the Menu bar or 
Navigator and selecting 

Company 

2. Then, click on th Security 
icon on the left side of the 
Company Setup window. 

The Security Options and Users List 
for Security button will appear. 

3. Click on the Users List for 
Security button. 
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4. To enter new users and 
setup thei Permissions 
Profile, click on the New 
button. 

To edit existing users and their 
Permissions Profile, click on the 
Edit button. 

5. Click on the Employee 
drop down list and 
select a name from the 
list. 

6. Type in a password for 
the employee into the 
Password field. 
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Once you have entered a 

password and saved it for an employee, 

ToofWatch will not allow that employee to 

begin using the database until they enter the 

password. 

7. Select a User Type. 

8. In the Permissions section of the 
window, click on the checkboxes 
that indicate the features this 
particular employee is entitled to 
use. 



IMPORTANT NOTE: 

Passwords are case-sensitive. This means the 
password, "mypassword" is different than, 
"MYPASSWORD." We recommend that you 
choose a consistent standard for your 
passwords to avoid unnecessary difficulties. 



9. Click on the Save button to save the record. 



The new user will automatically be entered into theUsers List window and 
the new line will indicate what type of access the user is entitled to. 
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10. Click on the Security System Enable checkbox 
to activate the security and login system. 

11. Click on the Save button to record your 
password and users. 




With Security enabled, the next time a user logs into ToolWatch, the 
following Login Screen will appear: 
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You can personalize the way ToolWatch works for you by setting some 
preferences. Most settings are optional and simply make using ToolWatch 
easier. However, the Pen Configuration is required before unloading data 
from the Pen. 



Workstation Setup 

The Workstation Setup window was created so that you 
can personalize the way ToolWatch behaves at your 
workstation. If you are working on a network, each user 
can set their own workstation preferences. 

1 . Display the Workstation Setup window by 
clicking Setup on the Menu bar o Navigator 
and then selecting Workstation. 
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The Workstation Setup window 
appears. 

Click on the icons on the left side of 
the window to view the options for 
each sub-topic. 
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Display 

The Display section lets you change 
how your ToolWatch application 
looks. 

Show Tool bar 

Note the Show Toolbar box is 
checked. This means that the 
ToolBar will always appear on the 
top of your screen when ToolWatch 

is running. Youcan choose Small or Large toolbar buttons. The large buttons will also contain a button title. 
Show Helpbar 

A check in the Show Helpbar box tells ToolWatch to display the Helpbar 
at the bottom of the window. The helpbar displays brief explanation about 
each feature when you position your mouse pointer over a ToolWatch 
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feature. You can also choose to display the Helpbar in small, medium, or 
large text. Note that if your screen resolution is 800 x 600, you should not 
show the Helpbar as some windows will be too large to appear in the 
remaining space. 

Show Navigator 

Placing a check mark here tells ToolWatch to display the Navigator main 
menu each time you launch ToolWatch. 

Show Numbers in Tool Browser Search Selection 

If you select this option, the Category Numbers will appear in the listing of 
items when you do a search with the Tool Browser. 

Enter Key 

These options allow you to choose the action that you 
expect the enter key on your keyboard to perform. 

_ . , . r wMdnirtti'if n&iMd 

Performs window action 

When you select this option, you are telling 

ToolWatch to perform the action that is displayed in 

bold on a window's button when you press the Enter key. Often the default 

action will be to execute the Save button. 

Moves cursor to next field 

When you choose this option, you are telling ToolWatch that you prefer to 
move to the next field in a window whenever you press the Enter key. In 
other words, the Enter key behaves just as the Tab key does. 
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ToolWatch Pen 
Workstation Setup 

Before the ToolWatch Pen 
can communicate with your 
workstation, the ToolWatch 
application must be told 
which serial port the Pen 
Docking Station is connected 
to. 

1. Click on the 

ToolWatch Pen Icon 
to display the Pen 
Setup options. 
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Select This workstation has 
ToolWatch Pen docking 

station if the ToolWatch Pen Docking Station is attached to your 
workstation. This notifies the ToolWatch application that there is a 
ToolWatch Pen and Docking Station attached to a particular workstation. 
If this check box is not selected, you will be unable to establis 
communications, or data exchange, between the ToolWatch database on 
the workstation and the Pen. 



Pen Communications Settings 

The Communications field holds information about which serial port has 
been selected for the workstation. The port selection tells the ToolWatch 
application where the ToolWatch Pen Docking Station is plugged into the 
workstation. The default port setting is COM 1. 

Communications Find button 

If you click on the Find button, ToolWatch will tell you which 
communications port your Pen Docking Station is attached to. 

Communications Test button 

You can verify the correct port has been selected by placing the ToolWatch 
Pen into the Docking Station, and clicking on the Test button. 

Communications Sync button 

If you want to synchronize your Pen with your ToolWatch database, place 
the Pen into the Docking Station and click on the Sync button. 
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For more information about yourToolWatch Pen and Docking station, 
refer to the ToolWatch Pen and Docking Station User's Guide. 

2. After you have entered the correct information, click on the 
Save button to save your settings. 

Defaults 

The Default settings contain information that you would like ToolWatch to 
enter for you whenever they are needed. 



They are particularly helpful when 
the same information is required 
throughout the day. When using 
the Transfer window you will be 
required to enter the name of the 
person creating the transfer. When 
creating a New Tool record, you 
are required to enter the status of 
the tool. By setting these values to 
a default entry, you can save time 
by having ToolWatch 
automatically enter these pieces of 
information for you. 
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1. Click on the Defaults 
Icon to display the 
Defaults options. 

Default Employee 

Choose the employee that will most likely be creating Transfers on this particular workstation. 
New Tool Status Default 

ToolWatch often allows you to change the status of a tool, such as when you perform a service or check in 
and out tools. When you specify a New Tool Status default, ToolWatch will automatically enter the default 
status into the New Status drop down list. 

2. After you have entered the correct information, click on the 
Save button to save your settings. 
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DataSource 

In the DataSource field, you can 
specify which drive you are using 
for the optional DataSource CD- 
ROM. This will allow ToolWatch 
to automatically access the 
DataSource CD-ROM when you 
are browsing the catalog. 

1 . Click on the Defaults icon 
to display the DataSource 
drive location window. 

2. Enter the appropriate disk 
drive letter and die Save 
to save the information. 



Transfer Forms 

You can select from five different styles of Transfer forms to print. Just 
choose the type of form in the Transfer Form field, and ToolWatch will 
continue to use the form each time you print a Transfer Ticket. 
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1 . Click on the Transfers 
Icon to display the Print 
Transfer Ticket Options. 

Personalized NCR Form 

You can purchase 3-part carbonless 
forms from ToolWatch 
Corporation. The forms can be 
purchased with your company logo, 
address, and phone numbers if you 
supply camera ready art work. 

Blank NCR Form 

You can also purchase 3-part 
carbonless forms that are blank in 
the company information area. The 
information you enter into the 

Company Setup window will be printed on the blank Transfer Ticket every 
time you print tool transfers. 
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Laser /Ink-jet 

If you are using an postcript laser or ink-jet printer, ToolWatch can create 
tool transfers from blankpaper. 

Plain Paper Tool Transfer (graphics printer) 

Any Windows compatible graphics printer can also create Tool Transfers 
from plain paper. The graphics capabilities of your printer will add 
boldface print and larger fonts where necessary. 

Plain Paper Tool Transfer (text only printer) 

With even the most basic 80 column text printer, Tool Transfers can be 
created on plain paper. 

Copies 

ToolWatch will remember how many copies of the Transfer Ticket to print 
each time you print a Transfer Ticket. 
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Importing and Exporting ToolWatch Data Overview 101 

Exporting ToolWatch Data 103 

Exporting Based on Comparison Search Criteria 106 

Importing records into ToolWatch 1 

Importing data to update existing ToolWatch records 1 14 

Importing data from other software programs 114 
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The Database Utilities Features will help you or your administrator keep 
your database working smoothly and efficiently, while providing you with 
up-to-date backup copies of those files. A few of the Database Utilities 
available are: 



• Backup Database 

• Check Database 

• Optimize Database 

We briefly introduced the Backup and Check Database features in the 
Essential Skills section of this manual. However, we will cover all of the 
Database Utilities in more detail in this section. 

To access the Database Utilities; 

1 . Click on File from the Menu Toolbar and 
drag the cursor down to select Database 
Utilities. 

We will begin the Backup Database feature. 

Backup Database 

The Backup Database feature can be used anytime you 
want to make a backup of your database. However, we 
recommend that you make a backup of your database 
before you perform any major tasks that will 
significantly modify the data in the database, or that 
could potentially alter the database itself. For exampl 
updated version of the ToolWatch software, we recon 
a backup copy of your current database before you cc 
version of the software. 

We also recommend that you make a backup copy of your database before 
you Import or Export any data into, or out of your database. As part of a 
good database maintenance plan, we recommend that you purchase backup 
software and backup your database everyday, and you perform a complete 
backup of all your ToolWatch files once a month. 

Finally, we recommend that you periodically perform a Database Check 
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and Optimize your database, and that you make a Backup copy of your 
database before performing either of these database maintenance tasks. 

To make a Backup copy of your database anytime: 



1 . Select Database Utilities, and then 
Backup from the File menu. 

2. Read the instructions carefully 
before you begin the Backup. 

Note that you can only perform a backup if no 
other users are currently logged into 
TooIWatch. 

3. Choose the destination folder fo 
your backup file. 



You can either set up a Backup folder, and 
organize the backup files by date, or keep the 
backup file in your TWData folder and replace 
each backup with the most current backup of 
your database. 

4. Click on the Backup button to begin 
the backup. 

TooIWatch will notify you when the backup is 
complete. That's it! Of course, the larger your 
database, the longer the backup will take. 
However, a few minutes every month creating 
a backup can save you countless hours 
rebuilding your database if it should become 
damaged or destroyed. 
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Database Utilities 



Check Database 

Sometimes small errors and inconsistencies are introduced into your 
database as a result of performing certain tasks, like Import/Export of data, 
or because of machine crashes, etc. The Check Database feature will help 
you fix these problems. You can perform either a Quick Check or a 
Thorough Check, depending on the type of problems your database is 
experiencing. You should be aware, however, that a database check can 
take up to several hours to complete, you must let it run until completion, 
and some errors cannot be fixed. Therefore, we strongly recommend that 
you create a backup copy of your database before you complete the check. 
This option is available within the Check Database feature. 

To perform a check on your database: 

1 . Select Database Utilities and 
then Check from the File 
menu. 

2. Choose the type of Check you 
would like performed, and 
Click on that option. 

3. If you have not already done 
so, make a Backup copy of 
your database. 

4. When the Backup is complete, 
Click on the Begin Check 
button. 

A Notification box will appear when the 
Database Check is complete. 

Optimize Database 

At times, your database may not be performing as efficiently as possible. 
The Optimize Database feature can improve the performance of your 
database under certain circumstances. You should be aware, however, that 
optimizing your database can take up to several hours to complete, and no 
one can use the database while it is running, you must let it run until 
completion, and improved performance is not guaranteed in cases where 
your database is "naturally" optimized. We strongly recommend that you 
create a backup copy of your database before you complete the 
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optimization. This option is available within the Optimize Database 
feature. 



To optimize your database: 



1. Select Database Utilities and then m 
Optimizeirom the File menu. 



2. If you have not already done so, 
make a backup copy of your 
database. 



3. When the backup is complete, 
click on the Optimize button. 

A Notification box will appear when the 
database check is complete. 
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Importing and Exporting ToolWatch Data Overview 

ToolWatch has the ability to export data into ToolWatch data transfer 
format for sharing with other ToolWatch data files. It can also export data 
into Text, Dif, Sylk, or other standard file formats. This feature gives you 
the the ability to merge, or update two or more ToolWatch data files, or 
share ToolWatch data with users of other database, spreadsheet, 
accounting, or word processing programs. 

In addition, if your company has tool records, employee records, or other 
data pertinent to ToolWatch, already stored in a database, spreadsheet, 
accounting, or word processing program, ToolWatch can import that data 
also. All the other program needs is the ability to export datainto Text, Dif, 
Sylk, or other standard file formats, and ToolWatch can read those files. 
This ability can greatly simplify the process of data entry. For instance, 
when setting up a new ToolWatch data file, importing existing information 
from another ToolWatch data file, or other software programs can 
dramatically reduce the time spent keying in new tool, employee, location, 
or other data. 

This section introduces you to the export and import features of 
ToolWatch. In this section you'll learn about: 

• Exporting ToolWatch data into one of several universally used file 
formats. 

• Exporting records based on search criteria. 

• Exporting records based on comparison search criteria. 

• Importing records into ToolWatch data files. 

• Importing data to update existing ToolWatch records. 

• Importing data from other software programs. 

In the following lessons you will begin by opening one of your own 
databases. ToolWatch only allows exporting of a file other than the 
tutorial. dfl data file. Begin by checking which data file you are currently 
using. 
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1 . Click on the File menu and select About ToolWatch or 
double-click on the ToolWatch Logo in the upper-right 
corner of the Navigato . 




The About ToolWatch window will 
appear. 
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This window displays the Version 
being used, Current Database, and 
Registered To information, 
including the product serial 
number 

The Current Database information 
shown above lists the path to the 
database in use as C:\PROGRAM 
FILES\TOOLWATCH\TUTORIA 
LYTUTORIAL.DF1 

If you are currently using the 
TUTORIAL. DF1 file, close the 
window and open your own 
databases now ToolWatch will 
not allow you to perform an 

export using the tutorial.dfl database. You must open your own database 
(TWDATA.DF1). 

1. Close the About ToolWatc window by clicking on the O/Cbutton. 

2. Click on the File menu and choose Select Database. 
An information dialogue will appear. 
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3. When you see this window, click on the Yes button. 
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Database selection window will appear. 

4. Select the TWDATA.DF1 database and click 
on the Ok button. 



Exporting ToolWatch Data 

Exporting data allows you to update other ToolWatch 
data files, or share ToolWatch data with users of other 
database, spreadsheet, accounting, or word processing 
programs. Let's begin the export process now. 

1 . Click File on the menu bar and select 

Export from the list and then Standard Export. 
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The Export data window will 
appear. 

In the left-hand box of the 
window is a list of all the file 
types to which ToolWatch can 
export data. The ToolWatch data 
transfer form is only used for 
exporting data that will be 
imported into another 
ToolWatch database. 



The most commonly used 

format for programs other than ToolWatch is Delimited (commas), or 
Delimited (tabs). These two formats export ASCII text files that can be 
imported by almost any database, spreadsheet, accounting, or word 
processing program. 
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Other formats work as well, but are used less often. In the following lesson, 
you will simply export some of the data contained in your company's 
TooIWatch database. For this example we are going to use the employee 
file, using the TooIWatch data transfer format. 

2. In the Export Data window, select the TooIWatch 



data transfer option. 




3. Click Export Data on the menu bar 
and select the Load Fields From File 
Format. 



Dm ft* 



The Load fields from file format window will 
be displayed. Listed here are all the files that make 
up the TooIWatch program You can only export 
data from one TooIWatch file format at a time. 

4. Select F_employees from the list, and 
then click on the OK button. 

F_employees is the file format that contains your 
employee records. 



The Export data window now lists 
all the fields that make up the 
F_employees file . The Main file: 
field in the lower left-hand corner 
of the window shows the current 
file being used. The Name: box 
displays the name of the first field 
in the list if none are selected. 

The first field in the list, 
F_employees_RSN, is a record 
sequence number field. This field 
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is used to number the records consecutively as they are entered into the 
Records window of ToolWatch. Each ToolWatch file contains a similar 
sequence number field. They are used for internal record management only, 
and usually do not need to be exported. The following is simply an example 
of how to delete a field from the Export data window. 

1 . Click on F_employees_RSN to select it. 



2. Click Export data on the menu bar and 
select the Delete field option. 

The field that you just deleted should now be 
removed from theFields list. Now let's go ahead and 
export 

With the ToolWatch export feature, you can 
rearrange the order in which the fields will be 
exported by using the Insert Field option, or the Cut, 
Copy, Paste, and Clear options from the Edit menu. 
You can also click in the Name: entry box, type over 
it to change it to another field name. In addition, 
pressing the Tab key after editing a field name saves 
the changes you made and moves the cursor to the 
next entry box option. 
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NOTE: To clear all the fields 
from the list and start over, 
select the Clear Fields option 
from the Export data pull- 
down menu. 



3. Click on the Start button. 



The Select export file window will appear. 



4. Click on the folder labeled Tutorial and 
click on the Open button. 

5. Click on the File name: field and type in 
testexp.odt and then click on the Save 
button. 
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After you click on the Save button, the Export 
process will begin. 
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When the export is complete a dialogue box 

appears listing the number of records that were successfully exported. 



6. Click on the OK button. 
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The Export data window remains displayed even after the export process 
is complete. This allows you to continue the exporting fields, modify the 
field list, or perform a different export. 

7. When you are finished, click on the Cancel button in the 
Export data window to end the export process. 

Exporting Based on Comparison Search Criteria 

You can also perform exports based on comparison search criteria. 
Comparison searches let you define the records you would like to search 
for, and then ToolWatch compares all the records in the file to see which 
ones match the defined search criteria; only those that match will be 
exported. 

For this lesson, assume that you need to export a file containing only the 
employees that were hired during the year 2000. 

1. Click File on the menu bar and select Export from 
the list and then Standard Export. 

2. In the Data Select window, select Tool Tracking an 
Management System, and then click on th Next 
button. 

The Export data window will appear. The fields from the last 
export performed should still be listed in the Export data window, 
so reloading the fields is not necessary. 
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3. From the Export data menu select the Select Search option. 
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The Search format window appears: 

The following steps demonstrate how to perform a 
comparison search. 

1 . In the Search formats window, click on the New 
button. 

The Create a new search window will appear. 

2. Click in the Name: field, and type sample and 
then press the Tab key. 

3. When the cursor flashes in the Description: box 
type sample comparison export. 

4. Click on the O/Cbutton. 




The Search Sample 
windows will appear. 

5. Click in the 

Comparison field: 
text box. 
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6. Click Modify on 

the menu bar and select th List field names option. 
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The Field names window will appear. 

The file formats that make up the ToolWatch 
database are listed in the left-hand column. When 
you select a file, all the fields contained in that file 
are listed in the right-hand column. 

1 . Select the F_employees file from the 
left-hand column. 



2. Double click on the 

EMPLOYEEHIREDA TE file 
to enter it into the comparison 
field text box. 

The Employ ee_Hire_ Date field is no w 
entered in the Comparison field. 
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3. Click once on the 

Greater than or 
equal operator 
radio button. 

4. Click in the 

Comparison 
value: text box. 
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5. Type the text " '1/1/01' " and press the Enterkey. 

Be sure to enter the single quote marks before and after the date. 

In the top part of the window, called the Field List, the Field Name and its 
Mode Value/Calculation are now displayed. 

EES 



, 



6. Click on Line 2 in the Field List of the Search Sample window. 

7. In the Mode: frame click on the And radio button. 

8. Click on Line 3 in the Search Sample window. 

9. Click in the Comparison field text box and type in 
EMPLOYEE HIRE DA TE, and press th Enter key. 

10. Click on the Less than or equa/operator button and press the 
Tab key. 

11. In the Comparison value: text box, type the text '12/3 1/01 and 
press the Enter key. 




Be sure to enter the single quote marks before and after the date. 
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The Search sample window should now look like this: 
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The comparison you have just built states that only the records with 
employee hire dates greater than or equal to 1/1/01, and less than or equal 
to 12/31/01, will be included in the export. In other words, for the whole 
year. 

The other radio buttons perform the following operations: 

• Not equal to: finds only those records that do not match the 
comparison value. 

• Contains: finds the records that contain the comparison value. 

• Begins with: finds the records that begin with the comparison value. 

• Is null: finds the records that do not have data entered in the 
comparison field. 

• Is not null: finds the records that do have data entered in the 
comparison field. 

To save this sample export: 

1 . Select the Save option from the Modify menu. 

2. Close the Search sampl window by clicking on the 
window's close button. 

The new sample report you just created is now listed in the Search formats 
window. The asterisk (*) in front of the name indicates it as a user-created 
search format. 

To use the current search format: 
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1 . Click on the Accept button in the Search Formats 
window. 

You are now ready to initiate the export you have just finished 
building. 

2. In the Export data window, click on the Start 
button. 



The Select Expor window will appear. 

3. Name this file testexp3.odt and 
then click on the Save button. 




The message Export complete appears. 

4. Click on the O/Cbutton. 

5. Click on the Cancel button to close the 
export window. 
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Importing records into ToolWatch 

In this lesson you will learn how to import 
records into a ToolWatch database You can 

use the import feature when creating a new NOTE: In a multi-user environment, you 

database or when adding records to an existing must ask all Other users to close the 

one. As with the Export feature, the ^ database before you can use the Import 

. , ,„ , , * ,. ,, ' , feature. Also, when your User Security is 

tutonal.dfl database supphedby ToolWatch enabled, only a user with Administrator 

Corporation does not allow you to perform the level permissions can use the Import 

import process. You must first open an existing feature. 



database to complete the following examples. 
For the purposes of this tutorial you will 
import one of the test export files you created 
in the last lesson into your database. 



1. From the Fit menu choose the Select Database option. 
An information dialogue box will appear. ^^^^^^ 



2. When you see this window, click on the Yes /r\ ^»y~— i*--**.* > ^ 
button. 



A window similar to this will appear. 
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3. Select the database file you used in the last 
demonstration, and then click on the Ok button. 

We strongly recommend that you always backup your database before you 
Import data into it. 

4. From the File menu, select Database Utilities and then Backup Database. 

5. Follow the Backup instructions to make a backup of your 
database and save it in the TWData folder. 

If your import is successful, you can delete the backup database 
(extension.bak) from your TWData folder. However, if you need to restore 
your backup copy, simply delete or move the new database from the 
TWData folder, and rename the backup copy to its original name with a 
.dfl extension. 

6. When the backup is complete, Click File on the menu bar and select Import and 

Standard Import from the list. 



112 ToolWatch Express User'sGuide 



Import / Export 



The Select import format window appears. 

7. Select ToolWatch data transfer from the 
list and then click on the O/Cbutton. 



The Name of import file window is displayed. 

8. Locate the file testexp3.odt, which you 
created in the previous example, and 
click on the Open button. 

The Import data window opens. 

The Import file: text box shows the file to be 
imported, and the file format is listed below it. The 
F_employees file and fields from the test exports 
performed in the previous lessons in this chapter 
are still listed, since we exported these fields in the 
order displayed. 

Two options for importing records are available: Insert records and Update 
records. When you Insert records into your database, the Import feature 
will create a new record, unless it finds a duplicate Primary Key. When you 
Update records, the Import feature will overwrite existing records that have 
duplicate Primary key. 

In this example, we will use the Insert records option. 

9. Select the Insert records option now by clicking on its radio 
button. 

10. To begin the import process, Clickon the Start button in the 
Import data window. 

While the records are being imported the message Inserting records from 
import file is displayed. When the import is finished, the message Import 
complete will appear. 

11. When you see this message, click on th OK button. 
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To see the results of the import: 

12. Select the Employees option from th /./sf menu. 

The Employees list should display all of the records that were just 
imported. 

Only the data from the F_employees file was imported. If you were going 
to import data into the employees, locations, or any other file that makes up 
the ToolWatch program, you would need to repeat the import process for 
each file and the corresponding fields for which data is available. 

Importing data to update existing ToolWatch records 

The Import feature in ToolWatch also allows you to update existing 
records. You can export records with ToolWatch, modify them with another 
program or another copy of ToolWatch, and then import them back into 
your ToolWatch program. When they are imported back in, the 
modifications made will be reflected in the ToolWatch database. All you 
have to do is select the Update option in the Import data window. This 
option updates the current records with the new data instead of creating 
new records. 

Remember, this only updates existing records. New records that have been 
created must be exported, and then imported separately. Also, each field, 
for each file that makes up the ToolWatch program must be imported for 
the update process to be accurate. 

Importing data from other software programs 

To import data from other database, spreadsheet, accounting, or word 
processing programs you must first export the data from the program into 
a file in Dif, Sylk, dBase, Lotus, Delimited (commas), Delimited (tabs), or 
One field per line format. The procedure for importing these formats is 
exactly the same as in the lessons above. We recommend using text files 
either Delimited (commas), or Delimited (tabs). 

Keep in mind that you must export the field data from the other program(s) 
in the same order that you want to import it into ToolWatch. And, you must 
import data into the various files that make up ToolWatch (F_categories, 
F_employees, F_locations, etc.) one at a time. If you don't have data for 
some of the fields in the ToolWatch files, you must eliminate those fields 
from the ToolWatch import Field List before you perform the import, or 
else data will be imported into the wrong fields. 
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After you properly install the ODBC Driver, you will be able to read or 
import data from ToolWatch into an ODBC compliant program, such as 
Microsoft® Access, so that you can use that application to generate custom 
reports, graphs, etc. This driver will only read databases that have been 
converted to this version of ToolWatch. 

ODBC Driver Installation 

All of the necessary files have been included in your ToolWatch 
installation. The following illustrations apply to Microsoft® Windows 98. 

To install the ODBC Driver: 

1 . Locate the ODBC sub-folder within your ToolWatch folder. 

2. Double-click on the omodbcin.exe file, and choose Install 
ODBC Driver from the Fil drop-down menu. 

3. When the ODBC Driver has successfully installed, open 
your Windows Control Panel, and select the ODBC Data 
Source Administrato . 
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4. Click on the System DSN tab, and 
then click Add to add a new System 
Data Source. 

5. Scroll down the list and select 
OMNIS, then click on the Finish 
button. 

6. Fill in the Data File ODBC Driver 
Setup window exactly as shown 
below. 

You must choose a password, and it must be 
longer than one character. For our example, we 
have selected the password, "pass word." We 
strongly recommend that you leave the Data 
Source Name and description as "ToolWatch." 
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7. To choose your database, click on the 
Select button, and browse for your 
ToolWatch database. 

Note the database must be for the current version of 
ToolWatch. Any older version will not be compatible 
with the ODBC Driver. 



8. After you have selected your database, 
the OK button. 



hit 
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That's it! Now you have the capability to link 

ToolWatch data to your ODBC compliant software 

applications, such as Microsoft Access, and create custom reports, graphs, 
etc. 
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The Tool Import Wizard was added to assist users who need to import tool 
data into a ToolWatch database from files saved in other software 
applications. 

The Tool Import Wizard supports importing data from either Comma- 
delimited text files (commonly referred to as .CSV files) or Tab-delimited 
text files (also known as .TXT files). Most export features in software 
applications, as well as popular spreadsheet programs should support 
saving your current files in either of these formats. 

Before you begin 

It is required that the ToolWatch database you are importing data into has 
a Stockpoint set up and that the Stockpoint is selected in the Company Setup 
screen. For instructions on how to set up ^Stockpoint, refer to the Essential 
Skills section of this manual. 

Running the Tool Import Wizard 

The following instructions will guide you through the process of importing 
data into your database. Once you have opened your database, you can 
begin the import process. 

1 . Open the ToolWatch database that you would like your 
information to be imported into. 

2. Select File from your menu bar. 

3. Choose the Import option from the file menu and then select 

Tool Import Wizard. 

Introduction 

Step One provides an Introduction and on-screen instructions to help you 
navigate through the Tool Import Wizard. 

1 . Please read the instructions and then click the Next button. 
Create a Backup of your Databas 

Step two in the Tool Import Wizard allows you to create a backup of the 
ToolWatch database you are currently importing data into. This is an 
important step and highly recommended. There are many factors that may 
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lead to improper or corrupt data transfer. If the data for some reason is not 
imported correctly, a clean backup file will allow you to restart the process. 

2. To make a backup of your database, simply click on the 
Make a Backu button. 

3. From here, choose the destination of your backup file and 
click on the Backup button. 

TooIWatch will automatically copy the database to the destination you 
have chosen. For more instructions on how to run a backup, refer to the 
Essential Skills section of this manual. 

4. When the backup is complete, click on th Next button to 
proceed to Step three of the Tool Import Wizard. 

Choose Data / Type 

Step Three allows you to select both the actual database that you would like 
to import, and the type of data that you would like to import. The Wizard 
gives you the choice of either importing a Comma Delimited Text format 
file or a Tab Delimited Text file. It does not matter what order the records 
are arranged in, however you must have at least the following information: 

• Tool Number 

• Tool Description 

• Category Name or Number 

Note: If your tool records only contain Category Numbers, TooIWatch will 
create Categories for you with descriptions that read Cat-1, Cat-2, etc. 

5. Choose the format of the file you would like to import by 
clicking on one of the available radio buttons in the File 
Type section. 

It is recommende that you use the Tab Delimited Text file (.TXT) option 
to ensure a cleaner import, as some fields —such as Tool Description— are 
likely to have a comma in them, which disrupts the import. 

6. Click on the Choose Import File button. 

7. Select the file you would like to import and click on the 
Ope button. 
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Tool Import Wizard 

8. Click on the Next button to display the following window. 

Choose fields for Import 

Step four allows you to 
select the correct fields 
for your imported 
database. 

The Choose Fields 
window has three lists on 
it. The left list displays all 
of the fields that are 
available for import into 
your ToolWatch 
database. The middle list 
displays the fields that 
you wish to import, in the 
order that you wish to 
import them. The list on 

the right displays a file preview of the first record in the file that you are going to import. 

ToolWatch supports tracking of tools either by quantity or by unique id 
number. The Tool Import Wizard does not allow you to import both types 
at the same time; you must import them as two separate groups. Simply 
select the correct radio button at the top right of this window to indicate 
which type you wish to import. Note that the fields available in the field list 
on the left of the window are different for each selection. 

Note also: For systems with a display greater than 800 x 600, you can resize 
this window so that more or all of the fields are displayed. 

You may want a printed copy of the file you are importing to refer to as you 
go through the following steps. 

1 . Select the available field that corresponds with the first 
column of your file (or spreadsheet) and click on the Add 
button. 

Remember; it does not matter what order they are imported, but that the 
import includes at least aTool Number, Tool Description, and Category 
Name or Number. 
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The field you highlighted will then be added to the Field Name column. See 
below. 

If one of the columns in your file contains information that is not supported 
by ToolWatch, simply highlight the «Do not import» field and that 
column will be bypassed during the import. 

If you make a mistake, select the field name in the Fields to Import column 
and click on the Remove button You can also rearrange the fields using the 
up and down arrows at the bottom of the list. 

Note: If you wish to import the "Issued To Number" or "Issued To Name" 
fields (to indicate where the tool is currently issued), you will be required 
to select the "Issued To Type" field. The "Issued To Type" field tells 
ToolWatch whether the tool is issued to a location or an employee. If the 
tool is currently issued to a location, put an "L" in this column. If the tool 
is currently issued to an employee, put an "E" in this column. 

2. When you are finished adding fields and verifying the field 
list order, click on the Next button to display the following 
window. 

Begin Import 

To begin the import process, click on the Begin Import button. ToolWatch 
will begin importing your records, and the progress of your import will 
display on the screen. ToolWatch will notify you when the import is 
complete by displaying the number of records that were imported. 

After the import is complete, click on the Next button to display the next 
window. 

Database Check 

Step six of the Tool Import Wizard is the Database Check. Read the on- 
screen instructions and proceed as indicated. 

Note: You may want to skip this portion of the Tool Import Wizard and first 
look at the data you imported. If the data imported correctly, there should 
be no need for a database check at this time. However, if you find that some 
of the information is inconsistent, you can still perform a Database Check 
by selecting the Check option under Database Utilities on the File menu. 
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